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NEW! streamlined 
satin-chrome 


handles 


BETTER BUILT FOR BETTER BUSINESS 


ASE Cabinets are smartly styled . . . ruggedly constructed for 
lasting service and performance. Have concealed pin-type 
hinges ... readily adjustable shelves without use of tools . . . 
ASE has mony superior advantages. Be sure to see these qual- 


ity cabinets at your ASE Dealer's. 


tables 


cabinets 


Write for catalog and 
name of nearest dealer 
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He’s the top man on your sales force. 
The last to complain that selling is 
tough, he’s the first to need a new 
order book. 


These days you wish you had more 
men like him. And that’s where Long 
Distance telephone service can help 
you—and help him, too. 


Long Distance multiplies any valu- 
able salesman. It helps him to keep in 
close, regular touch with his present 
customers. Gives him more time to de 
velop new accounts. Helps him cover 
more territory im fewer days. Sets up 


appomtments that often save hours of 
wasted waiting time. 


In short, it makes the most produc 
tive use of salesmanship. You can prove 
it profitably in your own business. 


Long Distance doesn’t cost—it pays. 


We have some specific suggestions for 
the profitable use of Long Distance 
im Sales, Purchasing, Admunistration, 
Traffic, Production, Engineering and 
Accounting. A call to your Bell ‘Tele 
phone Business Office will bring a 
representative to discuss them with you 


LONG DISTANCE RATES 
ARE LOW 
Here are some examples: 
New York to Philadelphia... 50¢ 
St. Louis to Indianapolis... 85¢ 
Cleveland to Chicago..... $1.00 
New Orleans to Houston... $1.05 
New York to Los Angeles.. $2.50 


These are the daytime Station-to-Station 
rates for the first three minutes. They do 
not include the new, lower federal ex. 
cise tax. 


Save time —Call by Number 
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office 
management 


| chee OY er el 
A NEW TIDE of graduates 
emerges from the country’s Office Methods, Equipment, Personnel, and Purchasing 


Qe 


schools and colleges, to flow large 


Sponsor of the “Office of the Year” Awards 


ly toward the country’s employ 


ment agencies. How effectively june, 1954 
do these agencies function, from Volume XV No. 6 


the office point of view? How 

alert are they to the rapidly chang- ° ae 

ing needs of the modern office? in this 1SSUe 
For July Office Management, 


Robert Smith, managing editor, The professional approach (Editorial)---- ------ 13 

will do an interesting article on “FLT’—a formula to create leadership peedie Cake va a 14 

this timely topic, written from a by Eugene E. Jennings 

ee study of the current As we go te prees—NOMA.--.....--.- Ae I eal 17 
Integrated data processing for the smaller office --.- 18 


(Part 1) 
by Ralph W. Fairbanks 


Your secretary speaking — .------- eee e eee eeeeeees 20 
by Michele Bisson 

Correspondence is the cornerstone «© -- +--+ 66-556 5+ +> 22 

Space and light captured in new offiees ©--.-------- 25 

How records control cut our costs ©.) >. 666.666 e ee 28 


by A. L. Mettler 


Headquarters office Brazilian style ©. ----)-+-->>: 32 

Automation: beginning of an era (Conclusion). -- 34 
by R. Hunt Brown 

Tools of the office series ©... 6666666666 creer eee ees 42 


This month: bookkeeping and payroll machines 
and systems. intercommunication equipment 
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When a large concern has many 
thousands of sales vouchers made 
out every day—and finds a way to 
cut that work 33°; 
savings in dollars and cents. That's 
exactly what 
ment stores have achieved, thanks 
to Baltimore Business Forms. By 
consulting Baltimore Salesbook 
Form Specialists, they have greatly 
reduced the heavy burden of paper 
work on sales and office personnel, 
reduced operations costs at the same 


time. 


WHAT'S YOUR PROBLEM? 
Leading department and retail 
stores, wholesalers, delivery serv- 
ices, manufacturers, banks . . . all 
have found that Baltimore Business 


j 
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ie 
$3 
® 
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Baltimore Business Form 


... that’s a real 


many large depart- 


Since 
Form’s design experts have solved 
countless problems in serving over 
60,000 of the nation’s leading busi- 
ness houses. Their wealth of exper- 
ience ideally qualifies them to help 
you. Remember, often a single sug- 
gestion may save hundreds. . 
thousands . . 
company. So, re-evaluate your pre- 
sent system in the light of today’s 
constantly changing conditions. 
Call in Baltimore for help in solving 
your business forms problems. 


Forms save time, trouble and money. 
Why? Because Baltimore Business 
Forms are expertly designed and 
manufactured to fill specific business 
requirements. 


1916, 


Baltimore Kusiness 


. even 
. of dollars for your 


BALTIMORE BUSINESS FORMS 


Saving time and reducing costs in business and industry 


The Baltimore Salesbook Company 


eee eee eee wee 


The Baltimore Salesbook Company, 3134 Frederick Avenue, Baltimore 29, Maryland 
We are interested in seeing samples of Baltimore Business Forms. 

Pr rrr rrr rrr rT rrr rr Tri Terri TTT Tri re rrr Tir Teer Tee eee 
COMBGRY oc cccccccscccccovece evccsvesece TTTTITIT Tie TTTTTTITITIL TTT Tiree 
Type of Business ..... 6.6.66 006- ceoseces weccccerecccoes Cebeetrecsceses escceucres 
Address cocccecsccccccsesececseveses PTITTIUTITILELILT TET 
GY cc ccccsccccncccsccscsciccveccecatcorccesns BOBO cc cccccccccccccescvcvccses 
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Aid for medical education 
sought from business 
The importance to business of main- 
taining high standards of medical edu- 
cation was stressed at a luncheon of 
leaders in the Committee of American 
Industry, National Fund for Medical 
Education, held recently at New York’s 

Waldorf-Astoria Hotel. 

Ernest T. Weir, chairman of the Na- 
tional Steel Corp., said that the support 
of medical education “is clearly and 
directly in the interest of corporations 
and may properly be regarded as a rel- 
atively small addition to the cost of 
their own medical programs.” 

Mr. Weir added that “health is a 
fundamental factor in our economy and 
good health contributes to a good econ- 
omy and good business, Primarily, 
good public health depends on an ade 
quate supply of good doctors. We can 
not have that supply unless our med- 
ical schools are given the capacity to 
provide it.” 

Dr. Joseph C. Hinsey, director of 
New York Hospital-Cornell Medical 


| Center, pointed out that high quality 


medical education is expensive, but he 
said that this was a virtue, rather than 
a fault. According to Dr. Hinsey, “we 


| don’t want any Grade B doctors. This 


cannot 
trained doctor.” 

The National Fund for Medical Edu- 
cation raises funds to assist in the train- 
ing of doctors. It seeks $10,000,000 an- 
nually to support 79 medical schools 
in this country. Victor Emanuel, pres- 
ident of Avco Mfg. Corp., who pre- 
sided at the luncheon, said, “We must 
convince corporations that the medical 
schools are a vital national resource 
and that the National Fund must take 
its place as an annual ‘must’ in the 
philanthropic budgets of our nation’s 
corporations.” 

The Fund’s offices are at 2 W. 46th 


country afford one poorly 


| St.. New York 36. 


OFFICE MANAGEMENT 


Royal-McBee merger 
planned 

Plans for the merger of the Royal 
Typewriter Co., of New York, and 
The McBee Co., of Athens, Ohio, have 
been announced. 

McBee manufactures accounting and 
statistical machines and supplies; Royal 
is well known in the typewriter field, 

Chairmen of both companies have 
been authorized to create a plan for 
carrying out the merger. The name 
of the new company has not yet been 
announced. 


June, 1954 
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ele ctric 
pewriter 


*By actual mechanical measurements, of 
inch ounces of energy for key, space bar 
and carriage return operations. 
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The wear-and-tear you save your typists when you switch 
from manual typewriters to fast IBM Electrics means big 
dollar savings to you. 

Actually, IBM's easy, fingertip touch and electric con- 
trol greatly increase typing production through saving 
95.4 per cent of the energy required to operate a manual 
typewriter. A whole hour's typing on an IBM requires less 
energy than 3 minutes on a manual!* 

Add to this the benefits of finer-looking work, better 
morale among your staff, greater prestige among your cus- 
tomers, and it’s easy to see why business firms have bought 
more than 3 times as many IBM’s as all other models of 
electric typewriters combined! 

For full information, write Dept. MG-1, International 
Business Machines, 590 Madison Ave., New York 22, N. Y. 
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complete furnishings by Field’s 


Come first to Field’s for a complete furnishing service— 
unexcelled anywhere. 
Whether you are remodeling or planning an entirely new 
installation Field's will furnish all your needs including 
furniture, carpeting, draperies, linens, china, silverware, glassware, 
and accessories. 
Field's Contract services include complete co-ordination 
of design, decorating and layout. Our many years of 
experience can be yours at no greater cost. 
Additional information and literature on the services we offer 
will be sent to you upon request. 


MARSHALLFIELD & COMPANY 


Merchandise Mart, Chicago 54, Illinois 


101 YEARS OF SERVING YOU 


Furnishings and Supplies for Hotels, Motels, Clubs, Theatres, Restaurants, 
Banks, Institutions, Schools, Offices, Air Lines, Railroads, Bus and Steamship Lines 


OFFICE MANAGEMENT 


Leadership course designed 
to “teach itself” 

A leadership course for supervisors 
and department heads, designed to be 
directed on a company’s own premises 
by one or more of the trainees them- 
selves, has been prepared by the Amer 
ican Supervisory Conference, 220-02 
Hempstead Ave., Queens Village 29, 
N. Y. 

The course is planned for the purpose 
of teaching supervisors to make cost 
savings by improving methods, to set 
good work standards, to improve office 
forms and records, to train their pres- 
ent employees, to break in new em- 
ployees, to handle office problems ef- 
fectively, to plan and schedule work, 
to be able to apply principles of team- 
work, to hold good meetings, and to be 
able to use practical cost controls. 

The course consists of a guide book 
for the instructor, which contains text 
and session outlines, notes to the leader 
to help in conducting the course, visual 
aid charts, case studies, management 
notebooks for each conferee, and me 
chanical aids. It is planned so that the 
instructor, or instructors, can be selected 
from among the trainees themselves. 


St. Louis bank to feature 
“drive-on” banking 
“Drive-on banking,” by which a mo 
torist may drive onto the roof of a 
bank building, conduct his business 
without getting out of his car, and 
then drive off again, is to be intro 

duced this summer in St. Louis. 

The State Bank & Trust Co., of 
Wellston, is building a new structure 
which will feature two bullet-proof 
“Snorkels” on its roof, The Snorkel 
is a device designed and built by the 
Mosler Safe Co., Hamilton, Ohio, for 
curb-side banking. It is about the size 
of a large television cabinet and pro 
vides two-speakers and periscope-type 
mirrors to provide easy communication 
between the motorist and the bank 
teller, who is stationed on the floor 
below. A small elevator is used to 
move money and papers back and 
forth between customer and teller. 

The new bank is being built at 6313 
Easton Ave., St. Louis. Access to the 
roof is simplified because the - site 
slopes upward a full story to Theo 
dosia Street, which adjoins the lot at 


the rear. Motorists driving onto the 


- 


roof will find, in addition to the two 
Snorkels, parking space for their cars 
should they wish to go inside the 


building to handle their transactions. 


June, 1954 
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Is her time worth 
twenty cents an hour? 


Silly question, isn’t it? 
Retyping two pages of solid text, with time 


on 


for erasures and proofreading, can easily take an 
hour... But a Bambino in a few minutes will 
make as many copies (all clear and legible) as 
the typist—for about twenty cents! 


le ee 


The Bambino is the new small Ozalid® office 
machine that copies anything typed, printed, 
written, or drawn on translucent paper up to nine 
inches wide, any length, for less than two cents 
a copy—and in less than a minute. Makes up 
to 200 copies an hour! 


RerRODUCTION is instant, on coated Ozalid 
papers, without inks, plates, stencils, carbons. 
Delivers dry copies, ready for use. Electrically 
operated, can be used by anybody. And 
economically priced at $410. 


The Bambino has scores of uses in any —— 
office, making extra copies not only of ' ' 
letters but statements, forms, invoices, i 
specifications, file records —speeding 
work, saving time, cutting costs. 


Call the nearest Ozalid distributor 


(see phone book) for a demonstration, 
Or write for free brochure to 
181 Ozaway, Johnson City, N.Y. 


OZALID—A Division of General Aniline & 
Film Corporation... From Research to Reality. 


In Canada, Hughes Owens Company, Lid., Montreal. 


— me 


copying machine for the office 
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4 yERSATILIZEP Des, 


STREAMLINER ~- | 


THIS NEW VERSION of the famous 
G/W_ Streamliner Desk embodies 
features of individualized service to 
executives and staff workers, 

NOTE these improvements shown 

in the “open” view above: 

1 Nylon glides on box drawers— 
quiet, smooth, easy operation. 

2 Large file drawer rides on pro- 
gressive suspension — easy opera- 
tion regardless of load. 

3 New positive automatic locking 
device. 

4 New pedestal construction— 
pedestals are interchangeable. 


5 Sound insulation. 


THE MODERN STYLING and outstand- 
ing design is retained to assure per- 
fect matching with present G/W 
Streamliner equipment. 


Office Equipment, Systems 
and Visible Records 


10 


SEVERAL NEW and highly attractive 
colors have been added to the stand- 
ard colors previously available. 


TYPEWRITER MODELS are equipped 
with the new G/W arc-swing mech- 
anism—a sensational advance in con- 
venience, efficiency and ease of op- 
eration. 

Your G/w DEALER will gladly demon- 
strate these features; find him in your 
classified ‘phone book listed under 
“Office Equipment.” Or write for 
illustrated description, Dept. 6-OM. 


Cincinnati 12, Ohio 


M.I.T. schedules sessions on 
organization communications 

A special two-week program on the 
problems of organizational communi- 
cation has been announced by the Mass- 
achusetts Institute of Technology. The 
program, which will use the seminar 
method, will run from June 2lst 
through July 2nd as part of M.IT.’s 
It is designed 


1954 summer session. 
for business executives and administra- 


tors. 

Communications in an organization 
will be studied from three points of 
as an administrative problem, 
as a technical problem in human com- 
munication networks, and as a psycho- 
logical or “human relations” problem. 
Case histories and specific problems 
will be examined. 

Information on the program may be 
obtained from the Summer Session Of 
fice, Room 7-103, M.LT., Cambridge 
39, Mass. 


view: 


Edison Co. renames division 
Thomas A. Edison, Inc, has an 
nounced that it has changed the name 


of its Ediphone Division to Edison 
Voicewriter Division. This announce 
ment came from Charles Edison, chair 
man of the board, who said that the 


new name more accurately describes 


the division’s products. The division 


manufactures the Voicewriter, a dic 


tating instrument; Televoice, a_tele- 


phone network dictation system; and 


other products. 


Records management studies 

planned by American U. 

A two-week Institute on Records 
Management will be offered by The 
American University, Washington, 
D. C. from June 21st to July 2nd, in 
cooperation with the National Arch 
ives and Records Service. 

The program is planned with the in- 
tent of helping to meet the demand for 
personnel trained in records manage 
ment by acquainting students with pro- + 
cedures and techniques used in this 
field by business and governmental 
offices. 


three 
the creation of 


are scheduled under 


principal subdivisions: 


Classes 


records, the organization, maintenance, 
and use of records, and the systematic 


retirement of records. Field trips are 


included in the curriculum. 
The tuition fee will be $50. Other 
| details are available from the Insti- 


tute on Records Management, The 
American University, 1901 F St., N.W., 
Washington 6, D. C. 


MANAGEMENT 


OFFICE June, 1954 
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A QUICK GUIDE TO 


Greater Perfection 


SP 


FOR FIGURES, FORMS, CHARTS, GRAPHS 
... nothing beats the brilliant, permanent 
color of Colorbrite. High visibility in any 
light! Writes smooth as a black lead pencil! 
26 colors. Colorbrite Leads in ‘see thru’ 
plastic barrels are also available. 

Excellent if you prefer a mechanical pencil. 


MORE AND MORE OF THE QUALITY 
DRAWINGS of ialented artists, 
engineers and draftsmen are made 

with Microtomic. Superb 4 
smoothness! Scientific uniformity! 

18 controlled degrees! 


FOR THE 
PROFESSIONAL TOUCH, 


artists prefer NUPASTELS. 60 colors that blend 


perfectly. Their sharp corners and flat sides 
are easier to use. Firmer! Stronger! Won't 
crumble! Available singly or in boxes of 

12, 24, 36, 48 and 60 colors. Also in popular 
all-gray assortment. 


PAPER-MATED 


Pink Pearl cleans as 
it erases, Removes 
black pencil marks 
without roughening 
paper. Available 

in large (101) or 
medium (100) sizes. 
Exceptional quality, 


an 


For minute erasures 
slip Ruby over your 
pencil tip... 

6 sharp points, 

firm yet gentle to 
the paper surface. 


Cleans drawing boards, 
tracing cloth, fabric, 
even wall paper! 
Rubkleen ... won't 
crumble or weaken lines. 
Available in two sizes 
(as shown) and in 

large oblong shape. 


TRADEMARKS FEC. 
U. 6. PAT. OFF 


FOR WRITING, 
DRAWING AND 
PAINTING! The 
miraculous water 
soluble Mongol 
Colored Pencils. 
36 colors, thin, 
strong indelible 
leads. 


FOR QUICK MEMOS, 
SKETCHES OR 
LAYOUTS... select 
the extra black, thick 
lead Ebony, Writes 
smoothly on any 
paper. 


ERASERS 


This soft, green 
5-sided eraser is 
ideal for cleaning 
brood surfaces. 
Won't crumble! 
Eliminates smears! 
Ask for Penta-Kleen! 


Van Dyke... a soft, pink 
eraser tor removing 

both ink or pencil 

morks from paper or 
tracing cloth. Available 
in large (6500) and 
medium (6505) sizes. 


» 


Amazing Star Plastic Type 
Cleaner removes dirt, ink 
and grime from typewriter 
keys, office machines, 
rubber stamps, etc. No 
dangerous fumes! Clean, 
easy to use. Attractive 
plastic box has a 
thousand other uses! 


WRITES ON ANY 
SURFACE! Glass, metal, 
plastic, cellophane, even 
movie film can be clearly 
marked with Marker. 
Paper wrapped (with 

pull string) or mechanical 
pencils. All popular colors. 


FOR CLEAR, PERMANENT MARKS ON 
BLUEPRINTS . . . the dependability of Colorbrite 
Print Marking Pencils has won the lasting loyalty of 
draftsmen, architects and engineers. Will mark any 
print surfacel Six brilliant colors: chrome yellow, 
white, vermilion, scarlet, deep pink, tight green. 


Kneaded Rubber picks up 
pastels, black lead or char- 
coal. Ideal on tissue thin 
surfaces. Available in large 
and medium sizes. Nos.: 
1222 Medium, 1224 Large. 


Save time and twine with 
Eberhard Faber Pubber 
Bands. Strong, clean, 
dependable. Stretch 

7 times their length. 


EBERWARD © 
FABE 


Since 1849 
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OFFICE MANAGEMENT 


. 
The professional approach 
~~ 
IF AND WHEN the office manager attains formal protessional status, a 
development constantly advocated by many office people, that traditional June 
symbol—the diploma—will have special significance in the field of office 
management. Diplomas mark a climax, final or intermediary, in the formal 
acquisition of knowledge, and if the office manager is to be grouped with the 
doctor and the lawyer, his path to professional recognition must be marked 
with these proofs of academic achievement. 

Even those most strongly in favor of making office management a profes 
sion are not in agreement as to the requirements which should be insisted 
upon. What courses of study are to be called for, what sort of examinations 
are to be passed—before the gates of the new profession are opened to the 
applicant? 

Right now, without having to reckon with professional pressures, office 
management executives are a commendably studious group. College courses 
on the subject are popular with young people aiming for a career in the office, 
and the number of special classes and seminars on various phases of the 
subject for those already employed seems to be growing swiftly. Conferences 
and meetings under the auspices of the National Office Management Associa 
tion and the Office Management Division of the American Management 
Association are powertul instrumentalities in getting people together for inter- 


change of information and ideas. 


Profession or not—our field is rich in the professional approach! 
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“FLT~a formula to create leadership 


by Eugene E, Jennings 


Assistant Professor of Industry, Wharton School, University of Pennsylvania 


DESPITE THE DESIRABILITY of having capable office 
supervisors, training them in leadership skills has been 
painfully slow and oftentimes discouraging, A number of 
reasons exist why leadership training programs often pro- 
duce less than the desired results. One reason is that the 
office manager or supervisor or instructor in charge of the 
training is too concerned with developing the individual 
supervisor and not concerned enough with developing his 
group of employees. This is to suggest that, because lead- 
ership is a social ability and not substantially a personal 
phenomenon, the training program should be directed to- 
ward establishing a climate among the employees and the 
supervisor which is conducive to leadership activity on the 
part of both employees and supervisor, 

Many office supervisors and employees have leadership 
tendencies but their momentum is never aroused, or if 


aroused is pent up because the climate in which they both 
work does not induce them to employ these tendencies. 

For example, oftentimes only the supervisor is put 
through a leadership training program and not his subor 
dinates. (This does not suggest that both should be in the 
same training group.) When the supervisor finishes his 
leadership training program he finds that much of the 
training is inapplicable or that he is not sufficiently mo 
tivated to apply his training. The latter criticism refers to 
the indifference of his subordinates to see and encourage 
in him the leadership behavior suggested by this training- 
something that can be alleviated by sensitizing his em 
ployees to the training and thereafter directing their atten 
tion upon what and how their supervisor improves. 

This latter suggestion of increasing the scope of leader 
ship training is necessary for another reason. Since leader 


In forced leadership training, trainees are divided at random into groups .. . 
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- .. through small group divisions, one trainee in each group assumes leadership 


ship is a social affair—that is the employees influence the 
nature of the supervisor's leadership as much as the super 
visor does himself—it is necessary to his success that he 
stir up leadership activity among the employees as much as 
is consistent with efficiency and human relations. 

The traditional approach that the supervisor is the boss 
and the employees are to do as he sees fit is rapidly being 
supplanted by the participatory type of supervisor who en 
courages efforts on the part of the workers to suggest and 
recommend and criticize. In other words, he encourages 
informal leadership among the employees and does not 
stifle this tendency which is often discouraged by the tra 
ditional type of supervisor. Where the informal leaders 
among the employees are not given encouragement and 
status by the formal leader—the supervisor—the informal 
leaders will invariably and indirectly serve to countermand 
the effectiveness of the supervisor. 

Another reason why the climate in which both em 
ployees and their supervisor are a part should be empha 
sized by leadership training is because the effectiveness of 
the supervisor is dependent upon how well he serves the 
interdependent needs of two parties—his employees and 


his company or department—and not any one party's needs, 
How he goes about serving the interest of the total situa 
tion, in other words, is important but necessarily less im- 
portant than whether or not he serves these interests at all. 
This is to suggest that an important objective of the lead- 
ership training should be sensitizing the trainees toward 
functions that are needed and may be needed to be per 


formed, and not in the personal traits or characteristics 
of the supervisor. 
The trait approach to leadership, such as “be this” and 
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“be that,” has proved wholly unsatisfactory probably be 
cause, as has been previously mentioned, leadership is a 
social ability. Regardless of his traits there are some situa 
tions in which a supervisor may be a better leader than in 
some other situation. He may have the same personal traits 
and characteristics, however, in both situations, but may 
find that in one situation he is more adept at performing 
certain needed functions and less adept in performing 
other needed functions in other situations. Many careful 
studies have attempted to isolate a trait or syndrome of 
traits that consistently described leaders which also do not 
describe non-leaders. These studies have failed and have 
concluded that the personal traits of the supervisor are but 
one of the many factors that account for his leadership 
rapport with his employees. 

Since leadership functions vary with each situation, the 
objective of leadership training is to give the trainees an 
appreciation of this fact and a permissiveness that will cre 
ate a special sensitivity to ferreting out and performing these 
functions which are definitely peculiar to each supervisor's 
situation. This appreciation and sensitivity should be re 
inforced by experiesce in various training situations, some 
of which motivate them to be leaders and soine of which 
motivate them to be non-leaders. Additional reinforcement 
may be acquired by the nature of the human relations prob 
lems and their solutions which serve as the means upon 
which the leadership appreciation, sensitivity and exper 
ience factors are based. 

Several years ago the author wondered what kind of 
training method would elicit the special appreciation, sensi 
tivity and experience herein described as necessary to leader 
ship. Unded force of necessity a method called the Forced 
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Leadership Training (FLT) was developed and thereupon 
several careful experiments were undertaken to see if FLT 


had merit. If we assume that the training group is cee 


posed of twenty trainees, the FLT method would be some! 
what like this. : 

In the first session the twenty trainees are instructed to 
discuss the general problems of office supervision in their 
department or company and find a problem common and 
vexing to the group with which to develop a case study 
with all the 4aformation necessary for a practical solution. 
However, the solution is not to be self-evident or easily de 
termined or it is not a problem. 

The conference leader states that the trainees probably 
know their problems the best and are encouraged to rely 
upon their own resources to define them. Usually five min 
utes elapses before someone “breaks the ice” and offers a 
problem which presents considerable difficulty. Care is 
taken not to identify the problem with the person present- 
ing it or else the trainee will not contribute wholeheartedly. 
Within this objective control is kept to a bare minimum. 
The smoothing out of embarrassing situations, prolonged 
silences, hasty generalizations, impolite interruptions, mis 
understandings and other tensions are the group's responsi 
bility. A case study is outlined with all the pertinent in 
formation necessary for a solution. 

The trainees are next divided at random into five groups 
of four each with each group assigned a private room. The 


instructions are to “discuss the case under study and in 
forty minutes bring back a solution.” At that time each 
sub-group’s solution is offered and discussed with the ob 
jective of arriving at the “best” solution. Because no one 
is designated the discussion leader, he has to emerge some 
what naturally and spontaneously. Usually one trainee in 


‘a ¥ 
No one trait reveals the leader or potential leader 


16. 


a 


each sub-group assumes leadership in developing a solution, 
but in many cases two perform the leadership function. 

In the second session held later the same procedure and 
instructions are used with a different human relations prob- 
lem. If we assume that five leaders show up in the first 
session, they are put into one group and the remaining 
fifteen are randomly distributed into three groups of five 
each, This usually brings out three more leaders. 

In the third session the five leaders of the first session 
together with the three leaders are allowed to distribute 
themselves freely into two groups of four each. The re- 
maining twelve non-leaders are allowed to distribute freely 
into three groups of four each. 

In the fourth session the eight leaders of the previous 
sessions are grouped with the three new leaders and the 
eleven are allowed to distribute freely into three groups of 
four each and one of three, The remaining nine non-lead 
ers are allowed to distribute themselves freely into two 
groups of five and four each. In this way the fifth, sixth 
and seventh sessions whittle the non-leaders down from 
seven to five to three; sometimes only two remain. (Some- 
times the eighth session summarizes the problems, cases, so- 
lutions of the previous sessions.) 


Results 


Thus far only two experiments have been conducted with 
FLT. One is concerned with whether or not FLT con- 
tributes improved leadership behaviog among the trainees 
as determined by the trainees’ superiors. (For more discus- 
sion of this experiment see Participation Techniques in 
Training, Personne] Journal, Swarthmore, Pennsylvania, or 
Personnel Journal, “Forced Leadership Training,” Vol. 31, 
No. 5, Oct. 1952.) The trainees’ superiors independent of 
knowledge concerning the nature of the training program 
ranked the trainees from best to poorest on overall success 
before and after the training program. One-half of the 
trainees were randomly selected and given FLT and one 
half given training by what is commonly called the con 
ference method, The results indicated that a significant 
change occurred in the overall performance of the trainees 
given FLT. As a matter of fact, four trainees made sub- 
stantial improvement under FLT and little improvement 
was recorded among the trainees under conference method 
training. 

Another experiment was concerned with whether or not 
leadership behavior has improved among the trainees as 
determined by their own ratings of each other. (This study 
has been submitted to Industrial and Labor Relations Re- 
view’, Cornell University, Ithaca, New York, and will ap- 
pear in the near future.) Sociometric tests were conducted 
before and after the FLT training program. The socio- 
metric test obtained from each trainee three names of train- 
ees in the whole group with whom he would prefer to 
have a social group, three whom he would want as leaders 
of the discussion, and three whom he would want as his 
superior. These choices were recorded and a total score for 
each trainee was obtained for before the training program 
and after the training program. The before training pro- 
gram totals found three outstanding choices as leaders and 
seven trainees conspicuous for their lack of being chosen as 
leaders. These latter are called isolates and were reduced 
in the after training sociometric test to two. The leaders 


(To page 74) 
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AS THIS issue of Office Management goes to press, the 35th 
International Conference of the National Office Management 
Association is about to open in St. Louis. (A full report of 
the conference will appear in the July issue of the magazine.) 
This year’s conference has already attracted the highest 
advance registration in NOMA history, emphasizing the 
growing recognition on the part of office executives every- 
where of the very real benefits to be gained through attend 
ance at such conferences. 

But this year something new has been added—the realiza- 
tion that “office automation,” which a short time ago was 
only a phrase, is today becoming a reality. NOMA has 
always held a business show in conjunction with its Inter- 
national Conferences, but the business show this year in 
St. Louis is expected to prove more significant than those 
which have preceded it, because of the “revolution” that 
is overturning old concepts of office procedures. 
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Kiel Auditorium, scene of conference and business show 


As we go to press— 


St. Louis 


In the worlds of K. W. Moore, president of NOMA: 

“New types of automatic controls, automatic handling, 
automatic machines and vastly improved office equipment 
and methods of all types are being introduced and are al 
ready starting to replace long-established, time-consuming 
manual operations. 

“Manulacturers of office machinery and equipment are 
today showing the way. A_ record-breaking number of 
exhibitors will exhibit the latest devices in St. Louis. New 
designs are now in production, and some of these will be 
shown for the first time in St. Louis.” 

Office Management, as the first magazine to outline the 
significance of the automation concept for the office, and 
the magazine which has covered in greater detail than any 
other publication the development of office automation, 
salutes NOMA for its action in emphasizing this newest ot 


office concepts to its members in every part of the country. 
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MANY, PERHAPS MOST, of the executives in small and 
medium sized offices have recently become familiar with 
the terms, “integrated data processing” and “common lan 
guage machines.” Most, perhaps all, of these executives 
probably feel these newest terms in the office vocabulary 
are remote from them and their problems. Such systems are 
fine, perhaps, for a giant corporation which can afford to 
install elaborate and expensive machines, but they're not 
suitable for the average moderately-sized office. 

Nothing could be farther from the truth. 

Integrated data processing does not depend on any one 
machine or group of machines—it is a concept into which 
various machines can be fitted. It is the concept that is im 
portant, not the tools incidental to that concept, 

Use of that concept is not tied to machines any more 
elaborate than those common to most offices today. 


The principle of integrated data processing is simple 


Ralph W. Fairbanks 


Integrated data processing 
for the smaller office 


by Ralph W. Fairbanks 


Fairbanks Associates, Management Consultants, Greenwich, Conn. 


cnough—a free flow of information—of data—between the 
various parts of the office which exist to process that data, 
and the various stages of that processing, in which the hu 

man element of control and repetitive work on that data is 
reduced to the lowest possible point. “Common language” 
means putting information in a form which allows it to be 
processed by various types of machines without lengthy 
conversion from the “language” of the typewriter, say, to 
the “language” of the adding machine. 

Simple as it seems, the concept is still revolutionary, 
carrying the same implications for the office that the indus 
rial revolution had for factory basic production. An office 
exists primarily to take incoming raw data, and process it 
into various other forms necessary to the business of which 
that office is a part, just as the factory exists to take incom 
ing raw material and process it into another form—a finished 
product. 

No one expects every factory to make use of the same 
types of tools, or the same degree of automatic machinery 
in its processing of raw material, but generally speaking all 
efficient factories are run on the same basic principles. 

By the same token, the office need not base its use of in 
tegrated data processing on elaborate new machinery unless 
the size of its operation actually makes that machinery efh 
cient and economical for it. 

The real office revolution is not a machinery revolution at 
all; it is a systems revolution. 

There is no reason, therefore, why the smallest office can 
not benefit by these new systems developments and put 
them into effect with only those pieces of new equipment 
which are actually practical for its operation. A number ot 
small offices across the country have already done so, and 
are reaping substantial benefits as a result—benefits in the 
form of increased speed of processing, increased and im 
proved service to customers, better and more useful control 
data for management—as well as sizable reduction in new 
operating costs. 

Recently, a recognition of the importance of the system 
concept has begun to break through the previous preoccu 
pation with equipment. In the March issue of this magazine, 
there was an article reviewing one of these new concepts. 
The first paragraph of that article read: 

“A revolutionary ‘common language’ data processing 
system, which records data at the point of origin, and makes 
it automatically self-perpetuating through all subsequent 


” 


processing was demonstrated... . 
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Questionnaire 


‘ Lo 5 Selective Tabs 


Stencil 


Code (Illustrating the Common Language Concept) 


APPLICATION OF INTEGRATED DATA PROCESSING IN ONE SMALL OFFICE 


- Notched 


Sorting 
Imprinting 


Card 


Transmission 


| 


(Ilustrating the Integrated Dato 
Processing Concept) 


Editorial Requirements 


|. Department must know specific reader 
categories to plan appealing and useful 
editorial content. 


2. Department must know specific reader 
interests so advertisers’ material and re- 
prints can be planned for presentation to 
readers. 


3. Department must be able to select and 


Advertising Requirements 


| 


Circulation Requirements 


|. Department must know specific reader 
categories (in detail, by jobs, type of 
product, interests, etc.) to sell space to 
advertising prospects. 

2. Department must know and be able to 
document overall market reached by mag- 
azine to develop genera! sales presenta- 
tions and reach potential advertisers 


|. Department must know exact propor- 
tions within total circulation of readers 
with given interests, or representing spe- 
cific markets, to be certain of covering 
markets desired 

2. Department must know degree of mag- 
azine coverage in each reader category 
desired. 


survey specific readers to obtain technical 
data for articles 
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Note the use of the word, “system.” This was not merely 
4 presentation of a machine or machines, but was really the 
presentation of a systems idea, which incorporated a few 
machines to illustrate the application of the idea. 

The machines used in that system were complex, because 
the company developing the system was a giant concern, 
U. S. Steel, which could economically employ the most 
advanced and expensive mechanical and electronic equip 
ment. The organization we will discuss in this article is the 
other side of the coin—a small office in which elaborate 
machinery would not be economically justified, In such an 
office integrated data processing must be achieved with re 
latively simple tools. 

What actually do we do in an office? What is it we want 
to apply our new concept to? 

All of us, in our office operations, are receiving various 
types of data, interpreting it, distributing it within our of 
fice, taking various types of action based on the information. 
The integrated data processing concept envisions the inter 
pretation of all incoming information into a common lan 
guage, and a common form or medium so that subsequent 
distribution and processing after the point of origin can be 
carried on with a minimum of human intervention and su 
pervision. 


June. 1954 OFFICE 


MANAGEMENT 


3. Department must be able to document 
stated circulation in each reader category 
for auditing group (Business Publications 
Audit) in simplest and most effective way 
possible. 


At this point, many an ofhce executive will point out that 
in Ars office there are so many types and forms of informa 


tion, orders, salesmen’s reports, sales inquiries, and product 
information, that establishing a common language and a 
free flow of information through all stages of processing 
would be almost impossible. If it is a small office, the vol 
ume of any one type of information will also be small, so 
how could it pay to establish a common language embrac 
ing all the information passing through that ofhice? Doesn't 
“automatic” processing necessarily imply heavy equipment 
expenditures? 

This is a natural enough reaction, but it is based on mis 
information. To illustrate, let’s take a specific type of busi 
ness. Let’s see how our firm recently designed a system 
utilizing these concepts for a small publishing company 
both in the company as a whole, and in specific departments 
of that company. 

Business Publications—An example: 

There are thousands of business publications in this coun 
try, serving every segment of the business and industrial 
community—butcher, baker, and candlestick maker. Each 
of these publications has within its own organization three 
basic elements common to every business enterprise: 


(To page 78) 
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Blaire Wells, typical governmental secretary, arrives for work at Military Air Transport Service, Washington . . . 


Your secretary speaking— 


by Michele Bisson 


SAY, BOSS—something tells me you think we secretaries 
and administrative assistants to you big shots have it too easy. 
All we do is work a five- or six-day week, draw our pay. 

That's all. 

Of course, we do type. We take dictation and file. We 
prepare letters and programs. We rewrite the awful tripe 
that sometimes comes over our desks into readable copy. 

We make and break appointments. We make excuses. 
We cover for you with the wheels. 


We're tactful with your best customers. We remind you of 
important dates and anniversaries, your wife's and your 
mother-in-law’s birthdays, and the thousand-and-one details 
too numerous to mention here. 

We make it a point to check your contracts or commit- 
ments. We do your Christmas shopping. We bought fire- 
works for your kids the last Fourth of July. We order 
flowers for your best customers’ wives when they come to 
town. 

Sometimes, we even do a double-check on an item or two 
that saves hundreds and sometimes thousands of dollars. 
How about catching that error in shipments last week that 
would have cost thousands? 

What's that you say? That's part of the job. Well, all 
right—maybe. 

We don’t mind doing those things, boss. We like work 
> ing here. Else we shouldn’t stay. But I wonder if some- 


F ; times you would remember to give us a little more thought 
Blaire — the busy day typical of secretaries. Here she eis : 5 5 
takes dictation from Lt. Col. Kent G. Bowlan and consideration. 
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... after already having done much of the housework that is the businesswoman’s second job 


For instance... 

There are many ways you bosses can drive us crazy. 
You've suspected that, naturally. You've noticed those little 
looks of exasperation, a lift of bosom in sigh, a quivering 
lip. They're all tell-tale signs. They annoy you, too. 

We know we have many annoying habits. But so have 
you, boss. If you follow these simple rules, you'll be sure 
to drive your secretary to distraction: 

Point 1: Don’t read your letters before the dictating 
period. Better yet, don’t plan your replies. Hem and haw; 
clear your throat; change your subjects, predicates and 
phrases. Stare into space, This gives your secretary plenty 
of time to think about the manpower shortage, adjust her 
coiffure, contemplate her career. 

Change your mind about the ad layout or the production 
program after your copywriter and management engineer 
have worked half the night on it. Or, dream up an entirely 
new ad and program five hours before it’s to be placed on 
the comptroller’s desk. 

Point 2; When “breaking” in a new secretary, don’t spell 
out technical terms. To do so would make her job too 
simple. Make the job really challenging by not spelling out 
any terms with which she is not acquainted. Be sure to fail 
to do this if you would make your secretary unhappy and 
dissatisfied. 

Tell your production supervisor you want something dif- 
ferent. Don’t specify slant, style or subject. Just say, “You 
know what I mean.” 

Gravely inform your secretary or other employees they're 
not keeping abreast of the times. How? “You know... .” 

Point 3: When you talk to the top executives in the firm, 
you speak clearly and concisely. Be sure to overcome this 
handicap when you dictate. Mumble. 

There are other ways. 


(To page 72) 
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Michéle Bisson, author of this article, writes from 
the point of view of a sercetary in a civilian business 
office, but the points she makes are applicable to 
offices governmental or civilian, 

Our picturgs, from John Burns, well-known pho- 
tographer, fdllow a typical governmental secretary 
around the clock. Miss Wells—fortunate girl—faces 
none of the problems Miss Bisson writes of. 


She likes her off-duty hours free for relaxation 
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OLD RIP VAN WINKLE 


HIMSELF MUST HAVE | 
WRITTEN THIS LETTER 


Cartoon slides dramatizing common letter-writing faults are used in MONY program 


Correspondence is the cornerstone 


Mutual of New York finds continuous 


correspondence training program cuis 


costs, Builds good will for company 


RECENTLY a group of fifty men and women left their 
desks at the offices of the Mutual Life Insurance Company 
of New York, and went to the company training room. The 
group included personnel at all levels—including department 
heads, In the auditorium they attended a clinic—a clinic on 
how to write better business letters. They had attended such 
clinics before and they will attend them again approximately 
every two years they remain employed by Mutual of New 
York. 

In many offices this would be considered preposterous— 
busy people taking time out of a business day “to go learn 
something everyone knows anyway”—and particularly when 
they have already had the training once. 

Those offices would be wrong, and MONY and a score of 
other major corporations can prove it, prove it in dollars 


and cents savings, in improved relations with the public, 
even in such apparently unrelated effects as better systems 
within the company. MONY has achieved all of these things 
with a correspondence program first inaugurated eleven 
years ago, and still going strong today. 

MONY’S correspondence program started simply enough 
back in the ‘forties when its newly organized Public Rela- 
tions Division, as one of its first acts, conducted opinion 
surveys among the public and MONY policyholders con- 
cerning their feelings about the company. The results were 
disconcertingly emphatic in one area—people corresponding 
with the company didn’t like its letters. They couldn't un- 
derstand the insurance terminology that filled them; they 
complained that the letters didn’t come for too long after 
they had written the company, and they pointed out also 
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that the replies many times didn’t answer the original letter 
adequately anyway. 


Obviously, MONY, like many another company which 
had never suspected it before, was hurting itself by its own 
correspondence. Like any other efficient company which 
had discovered an unexpected weak spot in its organization, 
MONY decided to do something about it. 


A correspondence consulting firm was called in—R. H. 
Morris Associates of Westport, Conn., and together Richard 
Morris and MONY executives worked out a company pro 
gram to raise the standard of MONY correspondence. It 
was an ambitious program, probably the most ambitious 
one ever attempted until that time, for MONY was one of 
the first major companies to institute a plan to improve 
letter writing standards throughout its organization. But 
it brought quick results—results so satisfactory that MONY 
has kept the program in operation ever since. 


The steps worked out by MONY officers and Richard 
Morris were simple and logical, One department at a time 
was checked for correspondence by Mr. Morris. Carbons 
of every outgoing letter in that department for a given week 
were laid aside and reviewed and rated at week’s end by 
Morris. The major weaknesses of the letters were thus 
revealed, and the major points of attack in the improvement 
program that was to follow, 


But one other thing revealed itself, too. In each depart 
ment, no matter what person was dictating the letter, and 
no matter what individual faults or idiosyncrasies might 
show up in his particular correspondence style, certain 
basic patterns became apparent in the subjects dealt with 
in the letters, and the replies being sent out for the com 
pany. 


This suggested the creation of Guide Manua!s for each 
department—manuals outlining letter patterns covering a 
variety of basic situations, with optional paragraphs that 
might be used in variations of those situations. The Guide 
Manuals were not compilations of form letters—but they 
were outlines, paragraph by paragraph, that could be fol- 
lowed in handling the major part of the incoming corre- 
spondence for that department. The Guide Manuals were 
prepared jointly by company officials and Morris; they were 
designed to cover the points deemed necessary by each 
side: the clarity of expression, brevity and avoidance of 
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Richard H, Morris, of Morris Associates, (back of room) discusses good correspondence techniques with 
members of MONY Management Training Unit 


GUESS HE THINKS 
\'VE GOT ALL DAY TO 
READ HIS LETTERS 


AND THEIR 
REPRESENTATIVE TOLD ME 
WHAT A FINE COMPANY 


WE WORKED FOR. BAH / 
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technical jargon specified by Morris, the meticulous accuracy 
of the contents from insurance and legal standpoints re- 
quired by the company. 

The manuals were divided into two sections: the first 
contained overall instruction on business correspondence in 
general, the second covered personalized “Guide Letters” 
covering the most common correspondence subjects to be 
handled by the particular department or division for which 
the manual was prepared. 

Following the creation of the manuals, a series of clinics 
was started, All letter-writing personnel of the company 
attended these clinics by department groups, and at the 
clinies, Morris outlined the general procedures of good letter 
writing, discussed errors to be avoided in preparing letters, 
and dramatized the issue by working out letters with the 
clinic group to cover various hypothetical situations. 

About a month or so after a given group had gone 
through the clinic, a check would be made of all letters 
written by the individuals in that group over a week's time. 
Those who were found to be writing poor letters still were 
slated for further individual counseling by Morris, and 
were listed for still another checkback at a later date, 

At the recommendation of Morris, too, time controls 
were set up on all correspondence. Each department with 
in the company was required to note the elapsed time be 
tween its receipt of a letter and its dispatch of a reply, and 
submit monthly reports indicating how many letters had 


been answered in three business days or less, in four or 
five days, in six to ten days, and in eleven days or more. 

This was the skeleton of the program set up by Mutual 
Life Insurance of New York eleven years ago. What have 
been the accomplishments? 


In dollars and cents, the company estimates that it is 
saving more than $85,000 a year at the present time because 
of the training its personnel have had in correspondence. 
The conciseness and completeness of its letters mean that 
letters are shorter than they used to be (many of the guide 
letters in the manuals cover in one page material that, in 
the words of individual dictators following their own in- 
clinations, used to take three), and less follow-up corre- 
spondence is necessary because the first letter takes care of 
all the policyholder’s questions. 

Thus, although MONY has been steadily increasing the 
amount of insurance written during the last ten year period, 
and has instituted many technical changes of which policy- 
holders had to be informed, the annual total of letters sent 
from its offices is steadily decreasing. Information on major 
policy changes is handled now by sending complete printed 
information to policyholders. 

Moreover, the analytical outside look at its correspondence 
habits had shown MONY that not only were its letters un 
wieldy, and loaded with insurance terminology that the 
average policyholder could not understand, but also that 
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GORRESPONDENCE TIME RECORD FOR MARCH -- 1954 
TOTALS AN 
3 DAYS i IN TOTAL 
OR 4 OR 5 6-10 11 DAYS NUMBER 

DEPT. /vIV. LESS OR MORE 
Dept. A 463 3 476 9% 
Dept. B 
Div. 1 3h 1 35 9% 


Div. 2 
Div. 3 


ALL MAIL 
PER CENT OF ANSWERS 


WITHIN 4-5 6-10 12 DAYS 
ASD. = LDATS DAYS DAYS GR MORE 


Time record for each divi- 
3% sion has exposed systems 
weaknesses, cut time re- 
1 quired to answer letters 


TO POLICYHOLDER AND 70 MANAGER: 


BALANCE CONTINUED AS PAID-UP 


Key: 
CLV-16 


It is a pleasure to send = the information you 
about your Mutual Of New York policy. 


HEDUCED PAID-UP - PART OF CASH VALVE APPLIED TO PAY LOAN 


requested 


Guide letters use color to 


If this insurance is reduced to a face amount of $ 

it would then have a cash value of $ , (This includes 

the & cash value of the $ in additional insurance 
rehased oF, dividends . . as well as the 195- dividend of 

e ° ‘art of this sum would be used to repay your 

oan and interest charges amounting to . 

Then this remaining face amount of $ would be continued 

es Paid-Up, Participating insurance. In this way, you would 

still have some of the protection you so wisely plannea for 

you and your beneficiary. 


(Use whichever of the preceding closes apply here.) 


indicate optional or alter- 
nate paragraphs 
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Vice president's office, Columbian Carbon Co. 


Space and light captured in new offices 


IN ONE WAY, the handsome reception foyer in Colum 
bian Carbon’s New York headquarters is unlike most of the 
other areas in the new office. It is an interior room. In 
another way, it shows the same touch apparent through 
out the rest of these well-designed and distinctive new 
offices: it gives an overall impression of open spaciousness. 

This dominant “tree flow” effect that characterizes the 
new headquarters office results from a happy combination 
of good design and unusually generous space allocations 
(Columbian Carbon has 60,000 square feet of space for 185 
office workers). The effect is heightened by the fact that 
doors between open areas are kept at a minimum, and by 
extensive use of dividing “walls” of various decorative ma 
terials that go only three-quarters of the way to the ceiling 
and are left open at the top, Since many of the “walls” are 
of transparent or translucent material, there is a sense of 
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offices flowing into each other rather than following rigid 
lines of demarcation. 

An outstanding feature of the offices is the extensive use 
of clear glass. In some cases entire walls have been con 
structed of it, thus continuing the dominant note of open 
space and light while preserving essential departmental 
lines, Even the stairwell that connects the executive floor of 
the New York offices with the larger general office area on 
the floor below has a sweep of glass at one end of the stair 
well so that both levels are visible from the top of the stairs. 

Designed by J. Gordon Carr, New York architect, the 
offices bear characteristic Carr touches in many ways. The 
sparing use of doors and the extensive use of glass exem 
plify his principles, as do the variation of surface textures 
for the three-quarter walls, and the use of three-quarter 
height open at the top rather than conventional walls. 


25 


aaa! ae, as 2 y. 3 Tate = ote ee i; ce A oe ae | ve. rr ere) |. a" 4 ay te ernst), i. See 
 . ee re a | a | ne 
r - % a i be o es Fine ay . 7 r ote Beri e 3) am a Tt ” “s r oe? 
. Sah : mm ar a a > jena lm ES ih er | seca ie) ern So) ge RRs i ae : ‘ ee _ 
ae i: f bi <i - d i é ” oe ae > . oer ere ee A 
 ammmcecimcat = ibis nd eg : igs aa iat oe , Wer iess: 
Ca ape - : \ e es 
ieee se aay » ; ; 
His ea ss 7 hy ae £ ir % 
4 -Z ae “af 
d 4 Oe rr cae 
’ rin 2 ae em he yee? 3 
ii : # Sa oh | wm Si oe eal mil. eae 
a! i iiss i i at a se” 
} 4 SES r ‘ 
‘ : ee ee ae a ' oe : 
‘ : “-, Z bee — bet " a “ 7. 
7 . = | i i , y a > ee te * Bah 
4 m ff gt a inte : . Se a Pp a Tt 
ae i] i f ] 4 a ge. Me _ i | i Re ; 
‘ Po } . ‘ Y Beit * | ee he 
- , fg ’ : : (tous ie oa 4 ° ‘ z ‘ beers # 
i ii ‘ ae ‘ ib agen ae 
| [Phe & 
. ‘ de ~ - as * z >" o er in, ~ : ’ ub os f ' 
4 - e * "oa ; a Bee, 
io >. < a a ees bate - 4 See Ys 
5 Py 2 _ ~ is a t ? “ eat a 
¥ . . we: 
. - 4 . : an (a 
| — Gohl 4 ‘oper | f ¢ mt B a 
4 | —— HERE ai ) ae: 
4 x = Bee . ' ia : 5 t A Ae 
\ “> i . i LE 5 ’ 4 a) i F 1 * 
* 7 - ——— ie. | : : 
~ + 0 * *» * q ~# - a? - a ‘ a a 4 sy 
“ i eee 3 4 4 i i = wake! Wes - 4 « t ae? 
LS oe ; oat 3: wae eee my : =. i 
ce el ide hee BT Litt ||) Fs renee eee de oan 
° ie 9 id SS heh ian: ai} 7 — iil | ‘ ; j ‘ weed cat 
‘ ‘ : i}: wee Cs iL ‘5 eee Bie ss 
; iF re: . a ~ _ Ae se | eel 
: P aad | >> F ras , ‘ ae eee | ee ‘ ‘ 1k 4 
« ‘s F —_ | TE “ x a a ae { y = id b ye a 
at »- fag ee = 7s > fie ae 
rs . - - # 7 ‘coding tA i é a pr . 
in, ‘ tee a o—— ee ees a ‘ Soi cs : 3 
° ner fe “a ee “Ss a se te zi A ey - rie am OFS if . *) Ay 
9 . git : ae ee: 3 7 - ee at f Us pas 
‘a & a - 7 ak “4 is ae a me , Teen f * 
vi Seaicaee rie eo te a |, Se - ia > aT ae oe 
— |r ae er ae aa) as ee pe eee 
an "4 a J ~~ ~ “ _ = ¥ al eae 3 
si ‘Ee <a > ie a fyi 0s 5 | es ane Ay ; 
, ule, + an qi ci 
. - od /~ wale * 
- Sem ‘ ad's set 
<a > ™ * " oe. a i Sas Gee 
me <P , " ‘ he 7 _— _ ’ 
~ ws 4 ¥, in 
. | rd er te 
fa ~~ ” 
. _ a Lee 
ee ie ae. —_ a y 4 . ity, 
a : ‘ %, s 7 f wa tees 
ae * > ~~. ead ie Pee « 
ee 1 " . : i = ae C2 
sid i. - : : ea ae : : 2 
4 - tes: pte £ 
; By - ‘. B oe , ee te 
; eee ts | ae ‘é et we . : a hee: 
en cart | —— ie. << fxs c. : Y = ¢ ke 
ee) oe — . 2 i SS % . : - ee a 
le Pt ae dae es ve *p » * Y a oe cae 
Mi Tiere iN . ee J pe oe 
5 <a fe : ee on, ty : ‘ een es 
+5 OS Te be “ae 
; Wis 4 i 5 se Sie : ‘ ie : Bi % it 
> : é PS Pi tet ere ai > . c one af - : 7 a pie ee s ‘ ‘¢ 
; co ae eae tae se 5 ae or roe. ee. 4 ee 
’ ., P Bigs 4 es We ek, | Sa ol  - Pid be ie 
_ j ro a eae ‘- Tia . * ae mh i pe fee ae ; bar =) ee 3 
} oO i ‘ < $ : “ en = ie *, hee ais om 2 a - 5 
: —— a oe ee A 18 . + 
hy cy : eS ae tg lee ame eel eee ae ian nee ee ee 4 
a 5 | i Boke ° hee Sa an Oe Se, Pe ee ne ‘e eae ie “ ; mt < aE 
a | , * ee sabe, ES, Ne a ieee T a 
3 eee ee “wt fin. Re eet * : é Pr ; N Se Serene: Me ee Lt eee 
- — ‘ ; , ca St ont seed : = ei ME ee ea Sed ee ei oraey ae i 
ae we eee re ? ger 4 ge Seren igs me. Gee, ee ) a ee 
4 » fF") poy YY 2 . a, ‘aa Pree Socks Oe Roe. ae ae 3 " ee hit 
a . > is 5! rer oe < aan : be ee * i eae nee oe ‘a " ae joe 
Boi eR AM Ee ne! ie wk ee es” eee a Pa the ae ates 
Page RT att oe Co ge ae |. ie Eg ee Se 8" 2 4 ae 
: “ : . : Sb. 
: . id Ag, > 
ie yee 
we 
ee : 
f ie’ 
s ¥ 
a 4 
‘ Ea 
a bie es 2 
2a | 
e ° ‘ d 
: 
2 Gi 
: 4 
‘ sy 
= od F 
iy. 
eo. 
, , ae: 
, rhe 
ia re: 
mans hig 
ae 
oS aie 
ke By 
Dae Fa 
we 
bial ‘ 
+. 
eng 
a % x 
eae » 
4 i 
mee’g 
es ey cana 2 E " ae | a oe a aN, gi ot i, : is, os aie, — i ai: a ae i a ne ee a 5 are it , 
3) See les ¥ aa a we 83) Sey co i , ee ae ae, . Saker tt os Fie Fe a ie! aos 
AS ae a a ‘ é <a ie a De ey aj oo pa: me i ht eer ia, ya ae 
a : i r ‘9 an i sae -e ~ Se oe own —_ 7. as ie Se iT Ya : Ly Pt ioe! || a 
Sr 3. ST as So ll Ul | ee ee meee hag ST 


a 


Wil ni 


Above, left: President's office. Leather covering highlights structural pillars. Above, right: Fabric 
covered panels in board room can be pulled back to show wall charts, displays. 


A particularly handsome deviation from conventional 
othce forms is the Columbian Carbon board room, in which 
the standard directors’ table has been abandoned in favor 
of a semi-circular table facing inward toward a single large 
desk. The total effect is rather like that of a small-scale 
legislative chamber, 

Executive offices are alike in their generous size, distinc 
tive in that each has a color scheme of its own, designed to 
accord with the inhabitant’s personality as closely as pos- 
sible. The simple, L-shaped desks used in these offices were 
designed by Carr, and custom-built. 

Another innovation in the executive offices is the way a 
structural feature that is often played down is emphasized 
here to change it from a handicap to an asset, The build 
ing structural columns that break the window lines, instead 
of being painted in a neutral color, or in the background 
color used for the walls, have been covered with leather in 
the offices of top executives to make them stand out in rich 
contrast to the windows. A design handicap is thus turned 
to advantage—and very good advantage. 

Throughout the offices, there is evident a painstaking 
attention to employee comfort and working efficiency. This 
is Obvious not only in the generous working space allotted 
to general offices, but even in such small details as closets 
for outer clothing. The sliding panel closets have concealed 
drip panels beneath perforated flooring to permit umbrellas 
and overshoes to dry easily in wet or snowy weather. 

Unusual, too, among crowded New York offices, is the 
cheerful employee lunchroom found in the Columbian Car 
bon headquarters. Hot plates for making tea or coffee and 
a sink for washing dishes provided by the company are in 
cluded, but the most popular feature of the establishment 
is a slot machine which delivers “electronically cooked” hot 
sandwiches within seconds. 

The layout of the Columbian Carbon office is as interest 
ing from the functional viewpoint as from the esthetic. 
General offices are set up in a sequence that insures a smooth 
flow of work from department to department, but the most 
novel feature of the company’s functional layout’ is the 
grouping together of the private offices of executives who 
work in close coordination, even if this arrangement sepa 
rates the executive's office from his particular department. 
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Key executives’ secretaries have custom-designed desks 


Indicative of the careful planning characteristic of every 
thing about the new offices is the fact that they were deli- 
berately designed to permit future personnel expansion, not 
just in general, but by specific departments. The present 
offices occupy fifty per cent more space than the company’s 
former headquarters, even though the number of personnel 
has not been increased since the move. But company plans 
have been projected far enough into the future to permit 
executives to predict the precise departments which will 
need additional personnel first if company business contin- 
ues to expand at the present rate. 

Columbian Carbon, therefore, recognizing that concerns 
doing business in gas and oil are susceptible to rapid ex 
pansion, has drawn its plans carefully for the future, to in 
sure that its handsome new offices will continue to serve 
company needs well for years to come. 
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How records control cut our costs 


by A. L. Mettler 


Director of Systems & Procedures, The Electric Storage Battery Co. 


HARDLY A COMPANY today has space enough for its 
current personnel and equipment —let alone additional 
people or machines. Familiar to many an executive is the 
plaint: “Sure, we need another secretary—or clerk—but 
where can we put her?” 

Now one reason that space is scarce is that records are 
not. Our files are filled to overflowing, and our usual ap 
proach to the superabundance of paper is to crowd still 
another file cabinet into the office. And this at a time when 
high taxes and high costs already plague industry! 

The Electric Storage Battery Company was no exception 
to the rule; it realized that it was pouring an excessive 
number of dollars into the maintenance and storage of 
records—and that space and time as well as money could 
be saved by an intelligent program of records control. So 


A. L. Mettler 


our company called in as specialists, the National Records 
Management Council. As a result of a planned program 
designed by the Council in cooperation with our executives, 
we are now saving thousands of dollars a year as well as 
eliminating needless filing, saving office space, economizing 
on equipment and cutting out non-essential microfilming. 
Under the supervision of Mr. Robert A. Shiff, its Execu 
tive Director, the National Records Management Council 
tailored a program to our needs, It had these major goals: 


1. To establish a continuous controlled flow of records 
from expensive office space to a less costly Records Center. 
Many of the records eventually will be removed from the 
Center and disposed of as waste paper. 

2. To eliminate the unnecessary microfilming of records 
that are needed only for a five to ten-year period. These 
records can be stored more cheaply in the Records Center 
for their relatively brief life. In addition, they are more 
accessible there than they would be on film. 

3. To screen out records that are totally unnecessary. 

4. To provide a new type of storage method that insures 
low-cost protection and easy accessibility. 

5. To highlight the areas where Records Control will 
both improve efficiency and reduce maintenance costs. 

With coordination provided by the Systems and Pro- 
cedures Division, the analysts began their renovation of 
our records by taking a physical inventory of material at 
the General Offices, the Crescentville Plant, the 19th Street 
Plant and the Philadelphia Exide Branch. Purpose of this 
was to identify each record by type and by location, Then 
the experts decided how long each type of record should 
be kept. Their decisions were based on the requirements 
of state and Federal laws as well as on appropriate regula- 
tions of various government agencies. Another criterion 
used to determine the life-span of a record was what other 
companies do about similar material. (The National Ree- 
ords Management Council calls this “comparable company 
practice”; their research files supply the information.) Of 
course, our own needs were taken into account—how often 
we actually refer to a given type of record and what use 
we make of it. 

The Council’s recommendations for records retention— 
how long a record should be kept and where it should be 
kept—were then submitted to management and to the heads 
of departments directly concerned with any group of rec- 
ords, Our Legal Department and our executives reviewed 
all decisions. Next, every department received a records 
retention schedule specifically designed and approved for it. 

Finally, the Council prepared and distributed a compre- 
hensive Records Control Manual covering every step of 
our new procedure and anticipating all eventualities—it 
even specifies the type of equipment to be used. Also in- 
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SERIES 71 CONFERENCE TABLE 


en = # - : adil ee hy use 
Be ye ale: a eo 2+ ye rele be ge eee mG tee a 
a ee ae CellC CO Oe ss 
cs — 22> rl Ser’, eT. i ee ai ary ee 
ati — ca | ae pao Po arent ue ae pice a) lll : Coaheee oo So ale a vite ro stows!) a 
ig ee es ee thei \secnnssmussiaaei aie eeiinetine |. bimes bee. ki a — iene aia 
pes . ee ae ie oe. us | a his aie re * ‘ ae ie 
<5 A ae : . io ot e.., ‘ , i : 4 or : \ 2 | d ie 
 ———— * Sees i Bo ' alin ie 
ins —< Bee 7% ee & & ?* sila a. f hag 
aks Roney : Cai : oe “i ’ - meter gee 
Aah Me a : | q + /_: Pr cee ‘ 
= po Bek iF 7 -_ * = a Sy ee 
a 44 ua — te, > oe 
ont oe UPR ay . E im “s * Ae e 
ie ee Pie? oh & te (2g ¥ 
* a aah + ~ _ aad yo 4 ‘ en 
. G = ee BG i . , ee —" a er out ag 
; we Beate shy : vig es ae ee ts 
4 oO. Sia ie ; i ‘ive a 
ries rams i “i 
, pelea a ' ie ida } os 
e.g ree. oe 
a oe he ‘ i 4 
e re : é tad ea ‘4 : ata? 
i g ae ae be uae | 
{. ee é So } , Bee , 4) ee 
ie = inte r : ‘ . s ; ee 
: ' | Sa ; ie 
f = © | i Pen, ee * ae eh) ett Sa sy ee A ee “eo aD 
a > ae. “ae BS ; ay Sat atic ik * ) 5 ie ae 
- le ae ee es . ey Ae ke ae 
— Sa ae. a eee a ae oe | 
a ee a : aera , ae ae oe oe . age oie 7 . +! ma aii po ase 
eh ‘yeaa ; 2 a o” ? q J ee Vi oe au a on , al ¥ Z ae | ih 
‘ ye, | ee ies \ oy ea ag a =. prs a q A Fs . a ee ae ate 
— a eae " FZ poe. aa . 5 a Lee: ne Mes - 
4 cee = Plas ae al a 2 aie oni Hy ree ‘ ‘ ; ie a ae ee 
— -. os ~ a “" ie rag dog ad. gait ae MR * I 44 ; # 42 ° a on eee : 
S Ds i aaa ey a ef P ef 9 ees ; oat Pe pe ae: ra Ps . Sb Pine _ 4p Et Wis ae i J. 7 we 
i ay - . 1. ee ¢ a # ' ae a ee 
Se eae. M = < ve oe yy : i ae , F ee oe . a = Ste. Bee > © 
le , Ae >. ae ‘i eae ee e Z : _ n . # eee ee 
Ne: -:-.. 4 a Fe cc ee - | | a 
% " 7 ; y ase Sue H - 4 hams ee ee bee 
4d i spat fm — mes er 43 4 ( oe = S i Fal Te ; ae b: ¥ q . Z . 4 ede nea 
“4 Fait ‘ ete oun, , Sl aac i : es es ae ae r ee : ‘ 3 ae Py 
‘ ™ ae ye cag GM che See * se ad P ie = ' iO ale 
: » org Vo ee Say de eee fm iy ae << hz a ae : ae 
| y ‘ ee ! i te eee oe omy eo eae eee - ¢ Fas 
| a) x Po we, we. i ah r , oe et ae ! F sae 2 # ¢ 7 i m9 
cca : og ey oo : Pg aa a ya Aa har ae ‘é in = x = 
} ee Pm fy + ee a. can nm éj a , a e oir pe Fee. J : ee 
‘ier. ae fy sar a ES ie. Sage sip e mee. al t eK “ BE Piig 
i SS ‘ib a gait rae gate pi ie a i ig ot ae = * ’ ae 
eee ee) ee of wet A a , es Ee a | (ae 
eee i ac, Pr ni AEN ot He ais Fa Ae i Pa i er, ef y iat ri yg toes . 2. 
ae a ; Bit SD mee as P ed ¥ ae Loe “ak tat ar id ie, ea de # a 4 ome _ a bis, ia ‘ ia = 
a } (jeg eee 6, mmm 
a 4 a fe eee ie ea oe ary a j gi Se rile eae a aes i” . . Ou ae 
ae e . : hoe -* ae le u; be : ie 4 Lato Ae f. a # nee a a if ae i" : 8 + % I i 
r= «CFC ee , Pt aa itd bee aX 
" = en oe boner z sy ri (ie. ieee a a. i ts ae 3 * § #8 i ¥ "' a . ; ni ? % — 
mon . | a: . a * a ot ss ill a Te 
‘See . f # t z ge. bs e . a eae 
ae he rig x . : k hee a ae Let a : oie as aS a 
2. aes ie > a re P nf it . ys pa Ae — a eee 
: ; ae hid e ‘, ‘ | 14 : 2 PS Oe so. : iy RS . 
i oe | a a 7 a a > a ae se bm hig? > ~~ re Wee a 
ite ic ates 4 ee oy, oe. a <a fe * “fq ¥ , a - aa . oa moh = pe | ing =. ee 
ie & ees re a oe ey Rg Py ** ma. | By te US , Lee | 
ai. | Pscatc gah gi St gos - pes se ; b os rm +2) Ja ~ 2 eee ee : . v8 , eM 
; aS eS | oe 2 s: 3 ES eA i" | fi 
: a ae pra : f 3 2. 3 Srert Le i ’ 3 . 4 po 
* er aa s, *y » — ~- al a + “s P : a me, Somes 
ag a 4 Pay oa - et) ie a IA. ak. : ‘a nN a ae 
: 4 4 eR He: Patan <i, ots. om 5. } ' are . at 
ee ie i 7 a ed ai ° ie ty ESE Si) + ie ey 
E At > aa . ee Lr Fag F My: < ve ee ee ih ‘e 
ae ee E oo : me A <a Gee ee. ‘i wis @Z ne A Stee 
wy ; a < = Aden "AS —-  £ § vs fi) ee eee 
pit a . . ‘ Ae i oe ‘ pe es. 
3 F . a ti ites oa a aA Mal a - ~ é i Bee y 
ti > 5 Se se a \ es fae “= ’ »~ oe ie 
~ gs Vig: snl se . a. 3 Say a ‘hia ye ee le Vela aie 2 os leet - erin ry = Ss * 4 i. ie 
hg — TOO oe ; a . it _— a es 3 . a oa *, ae ed 
i ae; ait & "cl ee ¥ rr hele 5 Sig ns Pelt J hyd ne - eth hp! a a “= at; By 2 
——_ ee aR aie mga, i ae —- - ee 
— P im ru ee ay ees te ER ade ir } aS ngs — rae ak 
ee gl ae ae Pg bee ae kf Vogt, ietrciaw. ett tai , me by z 4 . a ae ae 
OR . ——— ees. eee ee Ae ce: Ody f L : > ‘ iS Fi ee : ' a vas 
* a “ ea Tn eee Me 1 i: ; 1 =e - any r agg “5 i’ eee bios 3. “ oe aaa = 
' ee ago ee ha We 2a i, . ae ’ ee ee a ‘ es oon ; VS Bh tee | 
—_o . ee ee. Se ered "3 ee = ee % Re , R * a agen | Se 
A " t<_: Sips . ef gat ae Po “ dead vss, ays Y Sie 2: 4 " ic “i te ie 
J ye Pad See i oe | ad tn Sey, os . (a 5 eee ae 
, ee are wiih f a ek ~~ hae. ae ao MS he iy 
Pi DM Fed et “ : Ry ™ 7 <2 < Fe a . oe ' y ha My Et AMY 
‘ne. ie oe Ree SEE yp 4 Tae PO a 
iat a CO ig OE! Se eee : “age! he ED og ae P Te ee 
| ; 4,0 fe eae a be = ae? é ae) em" £ oe , ar Are, 
© ai ve Ae Spe, iy Nigh als 4 ‘ ie. heed oy, “ye . ae _ le 
ae Oe la —_ Pe Fae. 0 ee ee a eae . had ae " t 
hee ee amen ad ae a ae LL ee int & R fy , or 5 
ey ie i 7 pte | aa ii al » i. i LA Avs ig , ‘ i tee i. 
Saat | : “ae oe ae : ee 5). 2 oe be” ad ¥ ; f." : # 
Oa ia ss | ‘ * PR i iE , -: 
ss irene. a | ae <a , $F ce A ideas’ "4 a. 
A Les gia 4 a ‘ Sy = . a . .* - “ oUF : *, ? 
oe ele : : ue ee . e : o) hi Vee ? : oe a, e 
ie! a ah ’ jig a ae. ll ee eg aay? © el S. ae ee 
a ety ? ’ i - es ee | te adi ele” az oem = 
a i : Hi 7 : a x ' des » , ‘ 4 ee 
a re 0 oe ae . sy 
“ike Sie ie et > sae 7 Fy a 7 e “ee aT get es 
ae st an a ‘whet Dee oe oS to ae 
Me ay a a Tt he eer . =e ee ‘; = 
ape ; BB a oe. q* + tate . Sa a ae? 
a 7 th a a "4 7% “Gtm ad " eS nee Ca Bi aie in 
ue Lae | i a em —A_ 
i aaa iy a ie . Nee ae: Vadieaee . , * * > ty Ses » we oe. ape 
B ee : ees be Ae Le an a . ae A, 
te, ee ie ot il 
fl: ee Pe Ete 
,e « ie RS ae fetal? ae ee. — Sn 
Ae a ee set), 24° ee ae. a Ss *x a “ort oe a ah | E agiae 
oe a ae eee SM xe Pe Ly « #5 Sl pee © 2a 
mi we : bee » ne Fe wet mS «het in ee ee Sane ee a “ea gee: Ae 
ee sey Lae ae : a ~~ te 2 Tehe a + . * ; we Ss fr . g aie rg t 
‘eg baad: on ities yg Se : ak i . % pix <<. ai ue oh ‘ “+. . ¥ =? ~ ee go yy” ty Oy a cr 
ea ates ae : = % te es ~~ 2. * / - tn, a a a 
ae ee : | 25 ‘ ct . ae 2 SON yp i aia es re =. - axe 
ee a 4 ( | pee a ae ‘ a . ve ra t: 
ee Tt 2 : mh lt : ey ” | a e. ab ad 
Se ee) an 7 mg 7 ai eee 2 em as Ne iis ae Sa ey ee be a Ce: ee ee ; 
apes a oo ie ‘ i: aS 2 (aaa Ma i eg Se. ae 2 eee De” ee ai ee oe y : 
ce ie f 4 ee By i.) ee ee Ba ae i con. | Ake eee i ; eer) e e . = 
Mec) ee ; 9, eae tae ¢ / eee oll es pict Sty ie eee Per he gee, dU i ra rt ee oe Bait 3 a eS i a 
Te a = ee ee Tile hs : Dee de NS a0 oe cee ae ow er sare al me) ae. 
oe ae : 1) eS es ee ks 
82) ee 9 Sa ot abil a A ee + ae 


NEW SAMSON LINE OF CONFERENCE AND OFFICE TABLES 


Samson conference tables are designed for - _ cement 
practical use, and are built to last. The age- . ~ en I 
less beauty of their American Walnut and P 1 | : 

= Series 15] . 


a 


White Oak hardwoods also bespeak enduring 
quality. Styles range from early Jacobean to 
Contemporary to match any office décor. 
They are available up to 16 ft. in length. 


Special sizes, heights and styles may be CONFERENCE TABLE 
ordered for custom installations. © ° 


In addition to the various models of con- 
ference tables, a series of Samson smaller 
tables for the office and reception room are 
available. Samson office tables have the same 
fine construction and durability found in the 
larger conference tables. 


All Samson tables are made by Mutschler 
Brothers Company of Nappanee, Indiana, 
whose woodworking experience goes back to 
1893. Carefully finished Samson tables prove 
that when skilled cabinetmakers use modern 
woodworking machinery, they turn out a 
beautiful product that is as sturdy as it is 
good looking. 


Series 471 


Series 444 Series 13] 


Series 7] 


Series 333 


a 
| Ey 


Series 45 " Series 43 


Series 171 Series 91 


AUXILIARY TABLES OFFICE TABLES 


Series 44 Series 71-R Series 50-5] 


Series 50-S 


| DEALERS: WRITE FOR 
NEW CATALOG 


DEPT. 605, NAPPANEE, INDIANA 


| 

| 

| 

New 20-page catalog gives | 
full data on all Samson | 
conference and | 
| 

| 

| 

| 


DEALER . 
ADDRESS._. 
CITY, STATE_ 


office tables. 


| 
| 
| 
| 
Please send free copy of new Samson catalog. | 
| 
| 
| 
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<luded is a description of the duties and responsibilities of 
the Records Center Supervisor. 

Obviously, any company that overhauls its records system 
is going to realize advantages only if the new program 
functions efficiently. Core of our program is a Records 
Center which provides economical storage of all records 
and easy access to the active ones. The storage facilities are 
double banks of steel shelving arranged back to back, with 
32-inch aisles between the tiers. The standard records con 
tainer is a cardboard carton that holds about one cubic foot 
of records, Space isn’t reserved for any department, but is 
filled as soon as it becomes available. 

Each shelving unit is given a separate number, boxes 
within the unit are assigned a suffix number. An alpha 
betical index of all records in the Center is maintained on 
Records Control Cards kept in a visible card file. Cards 
are filed alphabetically by department and type of record. 
On the visible margin of each card is the record title, de 
partment, and the number of years the record is to be kept 
in the office and in the Records Center. Colored signals on 
the cards indicate when records are to be transferred or 
destroyed. Records are destroyed in bulk and sold as waste 
paper whenever possible. The destruction is posted oppo 
site the box number on the Records Control Card, 

Because of the systematic way in which the records are 
controlled and stored, it is easy for us to refer to a record 
at any time. To prevent delay and save woik, we make 
every effort to have information sought and received by 
telephone. When it is necessary to remove material from the 
files, an automatic two-week follow-up is set to prevent 
loss. 

The Records Center Supervisor cooperates with depart 
ment heads in scheduling the transfer of records from 
offices to the Center in line with the approved retention 
schedules. Personnel of the Records Center advise the de 
partments in boxing their records, assign box numbers and 
prepare the Records Control Cards. 

Whenever a file cabinet—or its equivalent—becomes va 
cant through the transfer of material to the Center, the 
equipment is moved out of the office. Empty file cabinets 
remain in an office only when they are needed immediately 
to accommodate material resulting from an expansion of 
activity, 

Before the purchase of a new file cabinet is approved, 
the Records Center Supervisor determines if any cabinets 
now in use can be made available. A cabinet may be avail 
able in a department that hasn't destroyed records as au 
thorized or hasn't transferred its records to the Center 
according to schedule. 

Immediate and outstanding result of the new program 
was that we cut our in-office filing right in half. Before 
the Council went to work on our system, 6,694 cubic feet 
of records were stored in our effices. Analysis showed that 
23 per cent could be disposed of immediately—sold as waste 
paper. Twenty-seven per cent of our records could be 
transferred to low-cost storage units in the Records Center. 
Only 50 per cent of our records—3,353 cubic feet—were 
needed for day-to-day operations and had to be kept in the 
-office. 

In terms of space, our savings were staggering. We saved 
400 square feet at our Crescentville Plant, 250 square feet 
at the Philadelphia Exide Branch, and 1,000 square feet at 
the 15th Street General Offices. All in all, we reclaimed 
1,650 square feet, no small savings in terms of today’s costs. 
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Records Center, Electric Storage Battery Co. 


In addition, when the Philadelphia Exide Branch move, 
its decreased records storage needs cut the overall space re 
quirements for the operation, 

Our equipment needs have been cut sharply, Atter the 
analysts streamlined our records, we were able to reclaim 
for future use the equivalent of 195 file cabinets containing 
four drawers each. Consequently, we won't have to buy 
additional file cabinets for another three to five years. 
Translate this into dollars and cents, and we save a con 
siderable sum. 

Formerly, the microfilming of records made a heavy dent 
in the budget. As in many companies, microfilming de 
pended more on what a department indicated its needs were 
than on a sound system of appraisal. In the past 10 years, 
we spent more than $60,000 to microfilm about six million 
documents on 3,000 rolls of film. Now we have banished 
this indiscriminate and prodigal use of microfilm. We'll 
save around $6,000 a year—a sum that equals the entire 
cost of establishing the Records Control Program. 

Other direct benefits have also resulted from the planned 
records program. We have, for example, discontinued the 
filing of 130,000 memos of shipment and 20,000 Exide or 
der specifications every year. At Crescentville, the Manu 
facturing Department no longer files intercompany corre 
spondence, production order copies, requisitions tor batter 
ies and records of returns in the Central Files. These rec 
ords are held in open status and destroyed when action is 
taken or completed. 


(To page 76) 
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Huge glass entrance doors, marble pillars of heroic size, 
sculptured in relief, and a large bank are found in lobby 


er 


| Headquarters office—Brazilian style 


Architectural values predominate in Sao Paulo 


office of giant South American company 


HEADQUARTERS for a type of businessman who has 
almost vanished from the North American scene is this 13 
story office building in Sao Paulo, Brazil, fabulous boom 
city of South America. Serving as the nerve center of an 
industrial organization embracing 40,000 employees, the 
building and the far-flung industrial empire are under the 
direction of one man—Count Francisco Matarazzo, Jr. 

Principal owner as well as director of the S Industrias 
Reunidas F, Matarazzo, the Count is the wealthiest man in 
Latin America today. His billion-dollar organization is 
comprised of more than 350 separate enterprises ranging 
from factories, refineries, mills and lumber camps to cotton 
gins, quarries, and packing plants. Company products in 
clude textiles, cement, a variety of food products, paper, in- 
secticides. To carry its own products, the company main- 
tains its own railroad system and a fleet of 1,000 trucks; to 
finance its operations, it has its own bank. 

The headquarters office of the industrial complex is this 
13-story building in downtown Sao Paulo. Faced with 
170,000 tons of Italian Cararra marble, the building, in its 
unusual use of space and decoration, is unlike the average 
American office. In the Latin-American tradition, the em- 
phasis is on architectural values rather than furnishings. 

Throughout the building, material and texture play an 
important role. A variety of Brazilian woods are used with 
unusual effect, and in the reception lobby on the floor hous 
ing the Count’s office, walls from floor to ceiling are pan- 
elled in pigskin. In the main lobby on the building’s street 
floor, which houses a very large bank, main interest is cen- 
tered on marble columns sculptured in relief. 
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Count Matarazzo’s office gains in dignity through its immense size—60 by 40 feet—trichness of materi- 
als, and glowing warmth of the paintings on the wall. Furnishings are handsome but simple 


Left above: one of company’s many factories, at Sao Caetano. Right above: another view of Count’s office. 
Below: downtown Sao Paulo. 


Matarazzo building is square structure in center 
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Conclusion— 


Office automation: 


beginning of an era 


by R. Hunt Brown 
Automation Supervisor, my a Services Division, Ernst & Ernst, New York 
(Based on an address made by Mr. Brown at a conference on automation at the 
University of Pittsburgh in March) 


WHAT SHOULD the businessman do about automation? 


He can sit on the sidelines and wait for something to 
be forcibly brought to his attention which will compel him 
to act, as for example, a competitor lowering prices because 
of decreased cost resulting from operation of automatic 
equipment. 

This course does not seem prudent, as it may take a year 
or two to catch up with the competitor, who by that time 
will have something else newer and better. 

2. He can investigate what is being done and know where 
he stands vis-a-vis automation, even if he does nothing 
about it at the time. This is similar to taking out insurance 

He can strive for leadership in the automation race, and 
thus gain an advantage over his competitors, by pioneering 
a new application and being first in his field. 

Most businessmen pride themselves in keeping abreast of 
the times, and spend much energy and money in figuring 
out how to forge ahead in the competitive race. Despite the 
attention that has been given to advertising, new methods 
of merchandising and the cutting of production costs, only 
a small proportion of businessmen are investigating the pos 
sibilities of automation in the factory office, the chain stores, 
retailing, banks and other commercial enterprises. They are 
gradually realizing that recent electronic developments have 
presented them with a new instrument to cut operating costs 
and to improve their competitive positions. 

Surely no astute businessman would want to adopt the 
attitude of waiting for something to happen, which would 
place him always behind in the competitive race 

Any other attitude calls for an investigation into the pos 
sibility of automation through electronics applications. A 
six stage program is suggested, as follows: 

1. Clarify Objectives 
What is it you wish to accomplish? 
You probably want to: 


a. Reduce operating costs. 

b. Render improved service to customers. 

Make operations more automatic to facilitate internal 
controls, 

You may have a floor space problem that electronics would 
solve by releasing file areas. You may desire decentralization 
or the reverse. You certainly have objectives in view which 
can be analyzed and put on paper. 

Plan Program in Detail 

You will undoubtedly want to plan a definite program. It 
you are the head of the firm or head of the department re 
sponsible for methods and procedures, the first thing that 
you will want to do is to appoint someone to investigate the 
possibilities of automation. 

The important thing here is that the investigator should 
spend full time on this assignment. It has been learned from 
past experience that if this work is assigned as a part-time 
job in addition to other duties, the assignment seldom 1s 
completed. 

The choice of the investigator is even more important, A 
knowledge of electronics will be very helpful, as the investi 
gator will be talking to electronics engineers who have their 
A knowledge 
of the methods and procedures in your business is essential, 
An attitude that confi 
dently expects to find savings in automation will certainly 


own dialect like all other professions or trades, 
; : 
especially on the accounting side. 


be rewarded. The investigation should be thorough, and not 
a superficial one that invariably produces an incorrect con- 
clusion, 

Analyze Present Methods and Procedures 

Suppose that you now have a full time investigator with 
the necessary qualifications, The first step is a critical ap- 
praisal of routine operations and preparation of a written 
report on present methods and procedures, with flow charts 
and forms attached. 

Unless the investigator is thoroughly familiar with every 
last step, an electronic solution cannot be reached. This is 
action to take. In any event, a report should culminate the 
investigation so that some worthwhile end result will be 
assured, 

4. Ascertain Equipment Availability 

These are a few of the questions which the investigator 
should be able to answer: 

a. What action is being taken by competitors in stream 
lining their business to take advantage of new clectronic 
systems? Visits should be made to businesses where clec- 
tronics is used or is about to be employed, if this can be 
arranged. 

b. Which are the business equipment and _ electronics 
manufacturers producing computers and other equipment 

(To page 72) 
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evolutionary! 


| 
i aL, 
The new ‘‘miracle’’ pencil carbon paper 


Writes brilliantly 
under feathery touch 
or heaviest pressure 


— cause, unlike all other carbons, Nu-Kote writes dry. — 
Nu-Kote copies are sharp—completely without tack. — 


* - 


Nu-Kote is a radical departure from all other pencil 
carbons. Old-fashioned materials were cast aside in 
favor of present day scientific advances. The result is 
a new kind of curl-less, tackless carbon with a true 
solid-line write; brilliant under the lightest touch yet 
strong enough to resist the toughest demands. And— 
Nu-Kote’s long, long life is phenomenal! 


Nu-Kote is available in rich black, flaming red, and 
bright blue; boxed, in reams, or in register rolls. MITTAG & VOLGER, INC. 


Write today for Nu-Kote samples and prices. Park Ridge, New Jersey 
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qcoPy HOLDER 

This model BK-52 copy holder is de 
signed especially for use with book 
keeping and accounting machines. It 
is made by the Pres-To-Line Corp. of 


Los An 
It has a foot treadle for line 
spacing and it holds copy where it is 
easily seen. 


New 
for the office 


q1N-AND-OUT BOARD 


The Lit-Ning in-and-out board shows 
when salesmen and others are in the 
office, or if absent, when they are ex- 
pected back. The maker is Lit-Ning 
Products Co., 2694 Elm Ave., Fresno, 
Calif. The board has space for twelve 
names. 


America, 2339 Cotner Ave., 
geles 64. 


qSTORAGE CABINET 

This is the new M-20 Space Saver 
made by the Jayem Sales Corp., 31 
Coffey St., Brooklyn 31, N. Y. It has 
a locked two-compartment file with 
A to Z file folders, and a locked two 
compartment storage cabinet. 


SELF-STICKING LABELS p 
The Professional Tape Co., Box 41, 
Riverside, Ill., has designed a tape to 
withstand heat, cold, dryness, and ex- 
treme humidity. It comes in several 
widths of white tape, and in several 
sizes of white labels with red border. 
It can take pen, pencil, 
printing. 


typing, or 
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A “PACKAGED OFFICE” 

The “Sierra” is one of two “packaged 
offices” announced by The General 
Fireproofing Co., Youngstown 1, Ohio. 
Furniture and colors have been chosen 
to harmonize. The furniture in this 
suite has a Manila Tan finish, green 
Textolite Tops, and all aluminum trim 
has a bronze-gold anodized finish. 


V SORTING DEVICE 

This new sorter was designed by The 
Recordplate Co., 16 E, Holly St. 
Pasadena 1, Calif., to be inexpensive 
to buy and simple to use. It is 17% in. 
long and can be used for alphabetical, 
numerical, monthly, or daily sorting. 
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A AIR FRESHENER 

The Air Fresh’ner is a device contain 
ing chlorophyll to kill room odors. It 
is made by the Remington Corp., 
Willey St. Auburn, N. Y., and fits 
into the side of that company’s one- 


half horsepower air conditioner, on 
which it is now standard equipment. 


Vv LABEL PRINTER 

This is the Jiffy Printer, for printing 
tags, labels, etc. Lead type from the 
rack at the left is quickly set in the 
printing unit at the right. The ma- 
chine prints through a ribbon, It is 
made by the American Tag Co., Belle- 
ville 9, N. J. Type can be re-used or 
discarded. 
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qDESK TRAY 


This desk tray is hand bound with 
gold tooled Leatherlex, a U. S. Rubber 
product that resembles genuine leather. 
The three trays are actually separate 
units, easily mounted one above the 
other. The frame is made of 250-point 
heavyweight board, and has die cut, 
dovetailed corners. The manufacturer 
is Redi-Record Products Co., 598 
Broadway, New York. Also available 
is a matching tray lid with beveled 
edges. 


Vv MICROFILM FILE 

The Corry-Jamestown Mfg. Corp., 
Corry, Pa., has added to its Steel Age 
line of office furniture a cabinet for 
the storage of microfilm. This No. 
$A414 cabinet has a capacity of 900 
cartons of 16 mm. microfilm, or more 
than 500 cartons of 35 mm. film, The 


28% in. deep, 


cabinet is 20% in. wide, 
and 51% in. high. It has nine drawers, 
each of which contains four compart- 
ments, each measuring 4% by 4 3/16 
by 26 in. Positive acting compressors 
are used, 


A SNAP-OUT FORMS 
To solve the problem of how to erase 
carbon - interleaved = snap-out forms 
without having to remove them from 
the typewriter, Business Forms Re 
search Co., P.O. Box 604, Hoboken, 
N. J., has “Korrectab” 


method of attaching the parts of forms 


created the 


to each other. Perforations permit the 
typist to detach the upper portion of 
the stub around the Korrectabs. These 
tabs, however, remain affixed to the 
This 


erasures while still allowing removal 


carbon paper. system }* rmits 


of carbons without soiling the hands. 


V CONFERENCE TABLE 
This Series 444 
table is manufactured by 


conterence 
Mutschler 
Brothers Co., Nappanee, Ind. It is 
American Walnut or in 
Other hardwood 


Samson 


available in 
oak. 


in the company’s line are tables in 


white models 
period and contemporary styles, in 
sizes up to 16 feet in length, and in 
various heights. 
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EXECUTIVE REFRIGERATOR) 
This General Executive refrigerator 
is a product of the General Air Con- 
ditioning Corp., 4542 E. Dunham St., 
Los Angeles 23. It has a 4 cu. ft. capac- 
ity, and is offered in various woods. 


TAPE DISPENSER 

One of two new tape dispensers made 
by Derby Sealers, Inc., Derby, Conn., 
this model has a cut-off blade guaran- 
teed for the life of the machine. It can 
deliver tape from 1 to 3 in. wide in 
lengths up to 30 in, 


Vv FILE CABINET 
The 28-inch depth of this file is its 
big feature. The cabinet is No. 1900 in 
the Wesco line made by the Western 
Mfg. Co., Aurora, Ill. It is of non-sus 
pension construction, 


Vv WINDOW FAN 
This reversible window ventilator. 
No. FR-12-N, is made by Frigid, Inc., 
128-168 32nd St., Brooklyn 32, N. Y. 
It shifts from intake to exhaust by 
changing the position of a lever, and 
need not be removed from the window. 


Vv PUNCHED CARD DEVICE 
IBM's 
ard telephone lines to transmit and re- 
ceive alphabetic or numeric characters 
automatically from punched cards at a 
rate of nearly 1,000 a minute. As a 
result, it is now possible to create exact 
duplicates of punched cards at distances 
of thousands of miles, The Internation- 
Business Machines Corp. is located 
590 Madison Ave., New York. 


new Transceiver uses stand- 


- 
— 
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A CARRYING CASE 
This carrying case, made by The 
Smead Mfg. Co., Inc., 309 2nd St. 
Hastings, Minn., features that com- 
pany’s Glyd-Loc fastener and its special 
Leather-Like Finish, which is designed 
to withstand moisture. Finish is said 
not to soil colthes, damp or dry. 


Vv SWEDISH CALCULATOR 

The Facit NE calculator is the 
semi-automatic junior version of the 
Facit NEA. It is partially electrified— 
hand cranking is eliminated. A Swed 
ish machine, it is marketed here by 
Facit, Inc., 500 Fifth Ave., New York. 
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ALUMINUM TRAY p> 
Diebold, Inc., Canton 2, Ohio, has in 
troduced a new aluminum tray for 
use in cycle billing operations in de 
partment stores. Available in two 
sizes, it can accommodate forms 8' 
by 9 in. 


ik et 


A HECTOGRAPH MASTER 

Ink stains from liquid process masters 
can be eliminated, according to the 
Kleenie Master Co., 79 Madison Ave., 
New York 
“Kleenies” 


16, by using the new 
master units with four 
clean edges. These consist of standard 
liquid process carbon paper affixed to 
a sheet of clean paper large enough to 
provide clean margins on all sides, 
This provides protection against touch- 
ing the carbon and eliminates the need 
for the thin metallic coating usually 
applied to such masters. This, in turn, 
is said to produce sharper copies. A 
typewriter marginal scale is provided, 
and masters are offered with non- 
printing guide lines, or with die-im- 
pressed forms. 
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q ALL-CHROME RECEPTACLE 


This extra-large arm chair has recently 
been introduced by the Royal Metal 
Mfg. Co., 175 N. Michigan Ave., Chi- 
cago 1, The seat has foam rubber over 
springs, padded back, and foam rubber 
arm 


OFFICE MANAGEMENT 


. V ADDING TAPE PUNCH 

This adding and listing machine has 
a tape punch mechanism to punch its 
computations into paper tape. This 
suits it for use in the new field of in 
tegrated data processing, which uses 
paper tape as a “common language” 
between machines of various types, au 
tomatically using information in sub 
sequent calculations; repetitive copy- 
ing is eliminated. The manufacturer 
is the Friden Calculating Machine Co., 
Inc., 2350 Washington Ave., San Le 
andro, Calif. 


V NEW DESK DESIGN 

The Yawman & Erbe Mfg. Co., 1099 
Jay St. Rochester 3, N. Y. has intro 
duced new engineering developments re § 

into its 6000 and 7000 lines of Style- — e 
Master desks. Among the features of 
the new design are nylon bearings, 
spring-controlled card drawer stops, 
kick-out mechanism for locking and 
unlocking, sliding reference shelves re 
versible to provide utility drawers, 
slotted card drawer sides, gravity-type 
locking mechanism, 
pedestals, ete, 


oa ea’ 


reversibility of 


The newest in the line of round-top 
receptacles made by the United Metal 
Box Co., Inc., 174 Seventh St., Brook 
lyn, N. Y. is an all-chrome model. 
Designed for both appearance and use 
fulness, it is light and has a self-clos 
ing door. 


EXECUTIVE CHAIR» 


rests, 


39 
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A ln these two pictures, an office is 
shown before and after an installation 
of “Acusti-Luminus” ceilings, made by 
Luminous Ceilings, Inc., 2500 W. 
North Ave., Chicago 47. The ceilings 
consist of corrugated translucent plas 
tic suspended below rows of fluorescent 
lights. The ceiling design is intended 
to produce glareless, shadowless illum 
ination over the entire office area. 


p> Check protection features are ex 
plained to experts from some of the 
leading crime detection organizations 
of the country as they tour the Chi 
cago printing plant of The Todd Co., 
P.O. Box 910, Rochester 3, N. Y., 
manufacturers of checks and check de- 
vices, Plant manager Robert E, Car 
ter, right, explains the protection fea- 
tures to the visitors, 


q George L. McCarthy, at right, re- 
ceives the First Annual Award of the 
National Microfilm Association from 
Eugene B. Power. Mr. McCarthy is 
credited with the invention of modern 
microfilming, an idea which came to 
him in the mid-twenties from seeing 
slow-motion moving pictures. At that 
time he was an official of a bank, and 
he conceived the new device as a 
means of protecting the bank against 
fraudulent checks. Mr. McCarthy is 
now chairman of the board of Record- 
ak Corp., 444 Madison Ave., New 
York 22, a subsidiary of Eastman Ko- 
dak Co, and manufacturer of micro 
hlming equipment. 
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p> To help celebrate its silver anniver- 
sary, the Office Executives Association 
of New York, assembled a display 
showing the progress that has been 
made in the office equipment field dur 
ing the twenty-five years OEA has 
been in existence. The display con 
tained exhibits from numerous com 
panies, which included current models 
and their counterparts of a quarter of 
a century ago. Also on hand for the 
occasion was OEA’s first president, 
Orrin G. Sherman, of the Recording 
& Statistical Corp., who is shown shak 
ing hands with George W. Oliver, of 
Thomas Collators, Inc. Mr. Oliver has 
been president for the current year. 
The OEA observed the anniversary at 
a dinner at the Hotel Belmont Plaza. 
The featured speaker was Frank L. 
Rowland, managing director of the 
Life Office Management Association. 


VY The services offered to travelers by 
the airlines of this country now have 
been extended so that travelers can 
borrow a typewriter to work while 
aloft. Delta-C&S Air Lines has selec 
ted, as standard equipment on all its 
DC-7 transports, the lightweight Oli 
vetti portable typewriter known as the 
“Lettera 22.” This is believed to be 
the first time typewriter service has 
been made available in the air to pas- 
sengers on domestic airlines. The 
Olivetti machine, an Italian model, is 
offered in this country by the Olivetti 
Corporation of America, 580 Fifth 
Ave., New York 36, It weighs less 
than nine pounds and has a height of 
only three inches. It can be readily 
mounted on the standard food trays 
used for in-flight meals. 
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> District Attorney Frank S, Hogan ot 
New York receives the annual Good 
Government Award of the New York 
City Committee for Young Men in 
Government from John Mosler, execu 
tive vice president of the Mosler Sate 
Co., Hamilton, Ohio. 


> Father Corridan, who has worked 
close to the men of New York’s water 
front, is about to publish a book called 
“The Waterfront Priest,” written in 
collaboration with Allen Raymond. 
Notes for the book were dictated to the 
Rex Recorder, a product of the Amer 
ican Dictating Machine Co., Inc., 65 
Madison Ave., New York. (Below). 


“Sot cma ae alk 


ee ee" 


Mee eee 7 te = : ce ; boa an : ee . 7 4 fy ie 
———————————————— F 
fe = Ra es ? 
asians GOT ak - ee 
. 4) thank 
5 one 
lance 
, Sere me | 
‘ bat : z 7 sia gh: ¥ 
et ss. ieee ; a oF tie Py ; ees | 
—  —— ll ee . oo My 
+ 7 — Z 7 { y 4 by teh of 
y a . ; | ye zp Y hel - eX x 
i + | gig ali "7 rh ae : he 
3 i. i oh ' yas Par so 
\\ O ar. os 
: ' : § i Fs 
F e . . ~~. b * 
>, * ~ 4, a 
4 fe id b ” ae _ i: € 4 Rae, a 
ss -& aM ~pltleet ; Eos eee 
a ao AAS ge 1 ber hy: = 
a Mg pr" wd es “ 3 
=e A A poe eee ee ’  . ? 
vs Re : Ser a . Ale m9 
=. ba ; 5 ae au & Pig 
a . ae a ee cma 4 
et A -—= mes ' Mays ; . we : + oA, 
een aes |. ee = ia , nibh = 
ae a eee ye, re ae 
4 — i =< ‘ , ia e } 
. ' \ ’ ' “ea Bs a et ‘ “ng A es 2 | Ss sp j 
¥ is a oe . ‘Se 4 pt a ay P 
SS ne 2 te rie J Ne E 
. RS a i. ee 
es " ge Reagent ae _ ae _ a a 
wor aoe” 7%, ca fae a 
‘ee ae Ee tae se ; eh 
> o ‘ yi ‘ eo : } ae ey) 
ihe : 4 ' BY oS cad ie. \y a4 | . = 
ae th owes Se Se me Yes if oe 
; 2 “a ® y Ake ee a 2 ie a aes | 
aa Sy hee ‘ “ae 2 Fae a 
Z ol \ ef 2 5 : p- ‘ i ! ; Sean e, i, - 
. ‘ 2 
ic Oy 
a |) I 
' if J r t i = ar 
t > : - . ‘ F Bel 3 2 
\ v7 ’ P mm | ad 
‘ om fi 
*% : ; : i ; in SE 
ie io : ie Ses 
; , er Bl, a s ‘ 
| = aac Se ae, 
ice 2 Ty Gage ae 
> dae a9 . oe a 
3 ane <a Ya oat 
jae ay? . Re ee we : ; 
oS ae “hee ee | “oe 
Ter eas a ihegees. 3 ae Gee or 
. j is a 
rs, tae 
aaa 
: a. 
Sa 
j y i. — att = Gos 
oe a ee ’ at cha ee aS rr’ - vo ; pe 
r “ ; : _ » a hae 
oy r @ * a - - , ae afl a ee ‘ i q 
ee. gee Tak oh } & ~ ae “J . Lo a : in 
- ¥ Pam oie ; 9 tiv Se | ae dm hs i“ ‘ ; : 
ean: ow. & q a , © apples cae oe ty ‘ ah 
hes a . ey : ; i; ae * ha — 1%, ae i: ak 
ite ioe aa | e 
sah t 7 , tal ee. | eee ae ian ‘ » 
a Rowe % fe ; . aaa Bie 4... 3 ee Bt it an “G 
—é£ x ‘9 ee i + = 
os" ,* a F < : Sw, Ree muh ov Poe 1 - 5a a 2s . f pate ‘ 
oe 7) RS ae. - -o,' f3 spa? % a, Sire: os see _ a 
BES ; 3 eS jeeewere ., 3 Peo , . / eee, 
- a ae oS Sa r Der, rs : os * ¥ “ ii 3 = 
eee ones ee , »  - ee ges for a, i — : Ea 
$0" Seah fete! \ ‘ wa. Ss aes Tee : Fae: % ‘t ; ¢ ae . 
’ a ee Amel oe 3 ; ry ae = 
ne . 1 oF | ‘ ) bese y Gein oe i aa nly es z we 7, : 
Nae ae eaheets ° : ast is Sanat be i a t a ae 
SRR " . +) re. iw. = a 
a eee AK a y Pie wet nt a. oa 7 } 9 e i ae ae sf ay 
a a > ae eee a Le ae: aa Re 
‘eee: * du Sos eae Pag adi Ee 7 <7 ‘ ; ; imag p se ek 
“i ar -_ nS Sees, “ ; eee! 2 eee ee 
. = 1 'e' ae ie 8 cae ¥ } ee i a y mk = is 
y - 
headlt 
wens 
ee 41 5 
pe SEs 
ete 
. . Eee 
: P a ‘ j THe o ; - : e+ ae Rye 4, 
. a 2 = a dee i 1 ae cae) pee ON _— thee: @ pe Meas) si x See et ee eee 
| ia a ee ; > aa Bers. cay) ee Fe age 2 i ee ae Oi eee en e+ ar Se 
en Pie) ae : aoa an 2 eee ek a ae ae re 1 eer ae ye Ee ee ae a? ae , 


A Monthly Feature 


Olivetti’s No 14/51 AC 


Underwood Sunstrand payroll machine 


Tools of the Office 


Bookkeeping and Payroll Machines 
and Systems 
Intercommunication Equipment 


Manufacturers’ List on Page 54 


Remington Rand’s No. 685 


Burroughs’ Series 500 “Sensimatic”’ 


National Cash Register’s “158” Monroe’s No. 209-485-191 


R. C, Allen’s No. 1302 


Addressograph-Multigraph Corp. 

Illustration, Ovpposite page. 

Model. Class 9100 accounting Ad 
dressograph. 

Type. An accoynting machine cap- 
able, among other things, of printing 
names, numbers, and other data from 
Addressograph plates simultaneously 
with the results of computation. 

Description. A \arge machine with 
numerous functions, Basic function is 
to imprint information from the em- 
bossed portion of Addressograph sens- 
ing plates and auxiliary writing at- 
tachments and simultaneously list, dis- 
tribute, add, and total figure data from 
numeric codes punched into the sens- 
ing plates. Minor, intermediate, and 
major register totals of figures handled 
are provided with automatic transfer 
of minor totals into each of two accu 
mulating registers, 

The 27-column sensing and listing 
capacity of the plate is expanded to 
allow for carry-over of digits in field 
totals, 43 columns of capacity being 
made available in each of the three 
accumulating registers; this gives a 
total digit or counter capacity of 129 
digits. 

Machine can imprint without listing, 
adding, or totaling punched figures, 
or can list, distribute, add, and total, 
without imprinting from embossed 
portion of sensing plates. Has two 
printing stations; each may be operated 
independently, or writing and account- 
ing may take place simultaneously. 

Dimensions. Width, 51 in.; depth, 
41 in.; height of table top from floor, 
30 in. 

Price. From $7,500 to $12,000, de- 
pending on machine specifications. 
Can also be rented with purchase 
option. 
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Other Models. A wide line of equip 
ment ranging from small hand models 
priced under $100 and electric models 
at $350, to elaborate units priced to 
$10,000, 


R. C, Allen Business Machines. 
Inc. 

Illustration. Opposite page. 

Model. No. 1302. 

Type. Desk model bookkeeping ma 
chine. 

Description. Designed for posting 
accounts receivable accounts payable, 
general ledger, payroll, stock records 
forms, etc., but can also be used as an 
adding machine. Has a front-feed car 
riage, automatic tabulation, non-add, 
non-print and add, non-print and sub 
tract, and subtract items all controlled 
automatically through the carriage. 

Credit balance prints in red. Inter 
changeable bars permit machine to be 
set up for various applications. Has 
full keyboard dates, including year 
(Keyboard Calendar”). Has one de 
scriptive or character column as stand 
ard equipment, 

Dimensions. Width, 13 in.; length, 
16’) in.; height, 12 in. Movable car 
riage extends a tew inches beyond 
machine width. 

Price. $595. 

Other Models, Two models, varying 
in features, 


Burroughs Corp. 

Illustration. Opposite page. 

Model. Series 500 “Sensimatic.” 

Type. Desk model bookkeeping ma 
chine, 

Description. Designed to handle ac 
counts receivable, accounts payable, 
payroll, distribution, report writing, 
inventory control, billing, and other 
accounting applications. Can handle 
four separate accounting jobs inter 
changeably by turning a job-selector 
knob, which directs the control panel. 

Panels themselves are removable 
and can be changed by the operator 
to permit machine to be applied to 
many accounting functions. As an ex- 
ample, in payroll work, it can prepare 


Next Month: 


Staplers 
Numbering Machines 


Time Stamps and 
Recorders 
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check, statement of earnings, carnings 
record, and payroll journal in the same 
operation. Can also be used for Gov- 
ernmental reports 941a and W-2. 

All computations and most postings 
performed automatically. Machine has 
19 total capacity. 

Dimensions. Width, 24 in.; depth, 
21 in.; height, 14 in. 

Price. $1,950 to $4,500, depending 
on capacity and features, 

Other Models, Four models, of 2, 5, 
9, and 11 total capacity. Burroughs has 
also just announced a new “low-cost” 
bookkeeping machine called the Sen 
simatic “50”: this has front feed car 
riage, 10 list and 11 total capacity, and 
other features; it is priced at $1,550, 
plus tax. Another new model, an auto 
matic high speed printing and ac 
counting machine, is designed to turn 
out 27,000 punched card paychecks an 
hour: this is known as the Series G. 


Business Systems Corp. 

Illustration. At right. 

Model. “Accu-Rite.” 

Type. A “one-writing” bookkeeping 
system. 

Description, Consists of a binder and 
mechanism designed to hold account 
ing forms, one on top of another, in 
such a relationship that by writing on 
the top form, entries are made in ink 
on the others, using an ink ribbon 
unit. 

Forms are available for payroll, ac 
counts receivable, accounts payable 
(disbursements), inventory, and spe 
cial applications. These are lined up 
in the binder by using a sliding pin 
bar; this mechanism clicks automatic 
ally to next writing position, one space 
at a time, while maintaining registra 
tion and alignment. 

A typical payroll application permits 
simultaneous writing of payroll sheet, 
employee's individual earnings card 
(tax reports ), employee's statement ol 
earnings, and either a cash-pay enve 
lope or a check. 

Price. $14.95 for binder and mechan 
ism. Forms available from the com 
pany at costs appreximately equal to 
those for standard stationery. 

(me 
The Denominator Co., Inc. 

Illustration, Right, center. 

Model. No. P/R 12U. 

Type. Cash denominator, used to 
determine the number of each denomi 
nation of coins and bills required for 
cash payrolls. 
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Evans Specialty’s “Calea-Dial” 


IBM's Type 604 calculating punch 
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Description. A small desk-top device 
consisting of a series of counters, each 
counter corresponding to a cash de- 
nomination. 

To use it, individual pay envelopes 
are first written up, showing the 
amount of cash required in each case. 
The operator then breaks each such 
amount down mentally into the num- 
bers of each cash denomination de- 
sired, 

For example, should the amount be 
$74.42, the breakdown could be made 
by pressing the $20 counter three 
times, the $10 counter once, the $1 
counter four times, the 25 cent coun- 
ter once, the 10 cent counter once, the 
nickel counter once, and the one cent 


counter twice, When this process is 
applied to all pay envelopes, the regis- 
ters on the denominator show the num- 
bers of each denomination required 
for the total payroll. 

Prices. $70 for the 12-unit model, 
$60 for the 10-unit model. 


Evans Specialty Co., Inc. 
Illustration. Preceding page. 
Model. “Calca-Dial.” 

Type. A plastic dial payroll com- 
puter for measuring wages against 
time worked. 

Description. Consists of three ele- 
ments: (1) A flat plastic base with a 
dial corresponding to the face of a 
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In steadily increasing numbers, more and more office 
management executives have been discovering OFFICE 
MANAGEMENT as their indispensable source of vital 
management information on office systems, services, 
supplies and equipment. That's why they pay subscrip- 
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clock, with five-minute intervals shown 
between the hour markings. (2) An 
interchangeable disk, smaller than the 
first and placed over it, showing wages 
earned according to the pay scale for 
which the disk is designed; these are 
given for increments of fifteen min 
utes, while a separate scale shows pay 
for from one to six days, on an eight- 
hour-day basis. (3) A movable second 
disk, the same size as the first and 
placed over it, with a clock-dial ar 
rangement like that of the plastic base. 

With the two disks in place, the 
movable dial is turned so that the quit 
ting time for a given worker (shown 
on the top dial) lines up with his 
starting time (shown on the base dial). 
Windows in the top dial then show 
the total pay for the elapsed work in- 
terval for straight time and overtime. 

Twenty movable disks are provided, 
containing a total of 40 different wage 
rates, and blank disks are available 
which can be filled out with special 
rates. Hourly rate scales are printed at 
one-cent intervals between $.75 and 
$1.50, at two-cent intervals from $1.50 
to $2.00, and at five-cent intervals from 
$2.00 to $3.00. 

Model. “Write-it-Once” bookkeep 
ing system. 

Price. $19.75, with 20 wage disks. 


Charles R. Hadley Co. 

Illustration, Page 46. 

Model. “Write-it-Once” bookkeep 
ing system, 

Type. A “one-writing” system; as 
shown, it is set up for payroll. 

Description, Consists ot a “Speed 
Writing Board” which has a row ot 
fixed pegs to hold the necessary ac 
counting forms one above another in 
proper alignment. With the forms thus 
aligned, a single writing on the top 
form transfers the entries to the cor 
rect spaces on the forms beneath. As 
shown in a payroll application, entries 
are made in the payroll journal and 
compensation record from the em- 
ployee’s earnings statement at the same 
time the payroll check is written. 
Copies are made by means of carbon 
sealed in wax to avoid smudging. 

Other Systems. The basic Write-it- 
Once method is adaptable to a wide 
variety of accounting applications. 
Forms for these are available from the 
company. 
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VisiRecord “Tri-Poster” 


International Business Machines 
Corp. 

Illustration. Page 43. 

Model. Electronic Calculating Punch, 
Type 604. 

Type. Electronic calculator which 
uses information from punched cards 
and other sources, makes necessary 
computations, and punches the results 
into cards. 

Description. Consists ot two basic 
units: the larger is a 1400-tube gener 
al purpose electronic digital comput 
ing machine; the smaller is an electri 
cal card reading and punching unit. 

Operation rate is 6,000 cards an 
hour. Up to 60 operating steps can be 
performed for a single card. Can mul 
tiply five digits by eight digits, or, by 
programming, ten digits by ten digits. 
Can divide thirteen digits by eight 
digits. Can multiply several amounts 
by a common multiplier and divide 
several amounts by a common divisor. 

Simultaneously calculates and veri 
hes punched results in many opera 
tions; simultaneously computes and 
records on one card the results of 
several unrelated steps of a problem. 
Repetitive information may be punch 
ed automatically during calculating 
process, Data not punched into cards 
originally, such as tax percentages, may 
be entered into calculation automatic 
ally when required. 

May be adapted to a wide variety 
of problems. Interchangeable contro] 
panels permit quick change from one 
type of operation to another. 

Maintenance simplifed by use of 
pluggable sub-assemblies and testing 
devices. 


Le Febure Corp. 
Illustration. Following page. 

Model. \00-division numerical sorter. 

Type. Check sorter. 

Description. Has 100 numerical di 


June, 1954 


OFFICE MANAGEMENT 


Reynolds & Reynolds “Paywrite” 


visions with metal tabs in five posi 
tions on 25-pt. pressboard dividers. 
Sides of dividers die-cut to facilitate 
removal of checks or other papers. 
Frame is 6% in. wide, 21 in. deep. 

Other Products. An extensive line of 
forms, supplies, and equipment for use 
in machine accounting. Included are 
stands for machines and card trays, 
posting trays, sorters, tray-binders, pay 
roll media holders, check holders, ma 
chine accounting desks, etc. Also a 
line of wax carbon spot payroll checks. 

The company also manufactures a 
peg-board “one writing” payroll sys 
tem. 


The McBee Co. 

Illustration. Following page. 

Model. “McBee Payroll Poster.” 

Type. A “one-writing” system, de 
signed for payroll work. 

Desc ription, Consists of a board with 
pegs to hold necessary forms in proper 
alignment, one above another. Journal 
sheet is attached to a movable bar 
which has a_ ratchet arrangement 
whereby the journal is moved up one 
line by the turn of a knob, Writing is 
done in the “natural writing position” 
at the center of the board. 

With forms thus held in proper 
alignment, the writing of the payroll 
check (the top form) causes the pro- 
per entries to be made in the correct 
spaces on the sheets beneath. The en 
tries thus transferred are those in the 
employee's earnings statement. 

Earnings statement, payroll journal, 
and employee earnings record are writ 
ten in one operation. Used for cash 
payrolls, the earnings statement wage 
receipts, or combination of these may 
be substituted for the check. Poster 
has retractable rubber feet so it can be 
used flat or sloping. 

Dimensions. 17 by 15 in. Special 
sizes up to 31-1/16 in. in width can be 


Shaw-Walker “Kopi-Spot” 


ordered. 

Price. $39.50, 

Other Systems. Other models avail- 
able for accounts receivable, accounts 
payable, inventory posting, etc. 


Monroe Calculating Machine Co.. 
Ine. 


Illustration. Page 42. 

Model No. 209-485-191, 

Type. A desk model bookkeeping 
machine for payroll and accounts re 
ceivable. 

Description, A machine designed to 
post pay check, earnings record, and 
pay journal simultaneously, Operator 
inserts worker's earnings record and 
pay check, posts gross pay and deduc 
tions such as withholding — tax, 
O.A.S.1., S.U.1., and other items, and 
the machine computes and prints net 
pay, returns the carriage to starting 
position, and opens, 

Has one cross-footer and one verti 
cal register with automatic control of 
register action for plus, minus, and 
non-add. Has automatic non-add split 
and automatic total and sub-total. Is 
equipped with a 15%-in, automatic 
cross-tabulating, front insertion car 
riage with motor return, 

Dimensions, Base, 104% by 13° in. 
Carriage width, 20 in, overall. 

Price. Approximately $1,275. 

Other Models. Fight others in the 
191 series with a wide variety of fea 
tures and carriages, as required by 
work for which designed, Also a num 
ber of 


simplex and mutti-register 


series models, 


The National Cash Register Co. 
Illustration. Page 42. 
Model. “158.” 
Type. Desk model, “low cost” book 
keeping machine. 
Description. Designed to handle pay 


roll, accounts receivable, accounts pay 
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Speedograph bookkeeping system 
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stock records, and numerous 
other accounting applications. Can also 
be used as a regular adding-subtract- 


ing machine, 


able, 


Has a front-feed carriage and can 
create ledger, statement, and journal 
records simultaneously, Carriage has 
fully automatic tabulation, automatic 
opening, and automatic return to ini 
tial posting position. 

Machine functions directed by con 
trol panels which can be easily inter- 
changed to adapt machine to a variety 
of applications. As a result of panel 
control, machine automatically adds in 
debit columns, subtracts in credit col 
umns, prints date in correct column, 
avoids addition of reference numbers, 
etc. 

Balances and credit balances com 
puted and printed automatically. Ma- 
chine has line-by-line “direct proof” of 
posting. Separate accumulator auto- 
matically adds net total of charges 
and/or credits posted, to double check 
accuracy. Posting line always visible 
to operator. 

Vertical spacing provided by “V” 
bar, permitting entry of as many 
amounts as are desired in same col 
umn. Same bar can space vertically 
and then return to any previous col 
umn. 

Other Models. National Cash Regis 
ter manufactures an extensive line of 
accounting and bookkeeping machines, 
some with automatic tax computers, 
among other special features. A re 
ent addition to the line is the Class 
34, pictured on page 39 of the May 
issue of Office Management. 


Olivetti Corp. of America 

Illustration. Page 42. 

Model. No. 14/51 AC. 

Type. A ten-key desk model print 
ing calculator with wide carriage for 
creating records. 

Description. 
payroll, accounts receivable, accounts 


Designed to handle 
payable, and other accounting proce 
dures, in addition to addition, sub 
traction, automatic multiplication, 
automatic division, sub-totaling, total 
ing, etc. Provides credit balance, and 
has automatic carriage tabulation and 
return, Machine operation controlled 
by interchangeable Selecto-Function 
Bar, governing sequence of operations 
automatically. Machine can be set for 
automatic shuttle operation carriage. 

Has ten-key keyboard, with 10-col 
umn listing and 11-column_ totaling 
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Sheppard’s “Multi-Rite Sr.” 


capacity. Platen is split; short left por- 
tion accommodates a tape three inches 
wide, while right portion can handle 
a sheet 11% in. wide. The two sections 
can be unified to take sheets 14% in. 
wide. When left section is used alone, 
machine has characteristics uf standard 
printing calculator. Carriage has front 
and back feed. 

Dimensions. Width, 9 in.; length, 
18 in.; height, 8% in. 

Price. $1,050, plus tax. 


Remington Rand Ine. 

Illustration, Page 42. 

Model. No. 685 Stub Check Payroll 
Machine. 

Type. Payroll machine designed for 
use with Remington Rand’s stub 
check payroll plan. 

Description. Designed to prepare 
payroll 
payroll check and stub containing em- 


register simultaneously with 
ployee’s statement. Entries on state- 
ment and check, although made on as 
many as three lines, print at the same 
time on a single line on the register 
sheet. 

Check is complete, including date, 
number, employee’s name, and pro. 
tected amount. Stub-check is placed in 
machine by one-hand motion, and is 
shuttled 
automatically from one writing posi 


automatically aligned and 
tion to the next. 

Has ten-key numeral keyboard, plus 
standard alphabet keys and control 
keys, electrified. A key is provided for 
error correction, reversing the error 
simultaneously in all affected accumu- 
lators. 

Carriage automatically tabulates from 
one column to the next, and returns 
to left margin, spacing one line. Col 
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umns can be skipped by use of selector 
key. Serial numbering of checks is 
automatic. Also has separate automatic 
dating systems for check and pay 
period, 

Other Models. A number of other 
models, including a “low-cost” unit. 


The Reynolds & Reynolds Co. 

Illustration. Page 45, 

Model. No. PW-305-L. “Paywrite” 
system. 

Type. A “one-writing” system for 
payroll work. 

Description. Basic unit is a board 
for the holding of payroll accounting 
forms one above another in proper 
alignment. The board may be used 
flat on a desk, but is equipped with 
folding legs so it may be set to a com- 
fortable slope. Necessary forms are 
held in place by mechanical means, 
and a lever is provided to advance 
the writing line one space at a time, 

Check, earnings record, and journal 
are prepared at a single writing, the 
necessary portions of the original writ- 
ing (the earnings statement of the 
check) being transferred to the forms 
below by means of carbon paper. 

If payment is to be in cash, cash 
statement form is used in place of the 
check. Forms are also available to per- 
mit use of typewritten checks. 

Dimensions. Width, 21 in.; depth, 
21 in.; height, % in. 

Price. $59.50. 


The Shaw-Walker Co. 

Illustration. Page 45, 

Model. “Kopi-Spot” payroll system. 

Type. A “one-writing” payroll sys- 
tem. 

Description. Consists of a board 
designed to hold payroll accounting 
forms in proper alignment one above 
another, so that preparation of the top 
form causes necessary entries to be 
copied on the forms beneath. Em- 
ployee’s wage statement, permanent 
earnings record, payroll summary, and 
check register prepared at one writing. 
Earnings ledger designed to eliminate 
other payroll records, such as history 
and rate card, unien dues account, 
savings bond account, etc. 

Other Models. A similar system, de- 
signed for small payrolls of 20 em- 
ployees or less. 


The C. E. Sheppard Co. 
Illustration, Opposite page. 
Model. “Multi-Rite Sr.” payroll sys- 
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tem. One of the “Cesco” line, 

Type. A “one-writing” system for 
payroll work. 

Description, Consists of a Bakelite 
peg board with two movable peg rails 
on which payroll forms are preloaded. 
The forms are so aligned, one above 
another, that when the top form is 
prepared, carbon copies of the neces 
sary entries are made on the forms be 
low. Three payroll records are pre- 
pared at once: pay check or statement, 
individual earnings record, and payroll 
journal. 

Dimensions. 20 by 17 in. 

Price. $37.50. 

Other Models. “Multi-Rite Jr.,” for 
smaller payrolls; also other peg board 
systems including models for accounts 
payable and accounts receivable, 


Speedograph, Inc. 
Illustration. 
Model. “Speedograph.” 


Opposite page. 


Type. A “one-writing” system for 
payroll, accounts receivable, accounts 
payable, etc. 

Description. Consists of a board 
with two clamps to hold accounting 
forms in proper alignment, one above 
another. Preparation of top form cre 
ates desired records on forms below. 
When used for payroll, check and em 
ployee’s statement, individual earnings 
record, and payrol] summary are writ- 
ten at once. Tax charts covering with- 
holding and F. O. A. B. furnished 
whenever changes are made. 

Dimensions, Two principal sizes: 
14 by 14 in., and 14 by 17 in.; other 
sizes made to order. 

Price. $16.50. 


Underwood Corp. 

illustration. Page 42. 

Model. Underwood Sundstrand Pay- 
roll Accounting Machine. 

Type. Payroll accounting machine 
with ten-key keyboard, designed for 
use with reduced-size pay statements 
and narrow check stub. 

Description. Machine uses a new de 
sign form with compact columns; 
these have room for 20 totals or con 
trol balances. Employee's pay state 
ment, tax records and complete pay 
journal are prepared in one operation. 
Overall size of pay statements reduced 
eight inches; check stub is 34) inches 
wide, yet has room for as many as 16 
earnings and deductions, listed vertic 
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ally. Amounts are entered on ten-key 
keyboard; machine automatically se 
lects proper decimal position, 

Atter check is written, it is auto- 
matically ejected and stacked numer 
ically in check bin. When deductions 
exceed earnings, pay checks are auto- 
matically Other 


consecutive 


VokK led. 


include 


automatic 
operations num 
bering of checks, printing of dates, 
form alignment, opening and closing 
of the front feed carriage, check pro 
tection, and printing of all balances, 
stored column totals, or sub totals. All 
entries are fully visible, 

Price. $4,500. 

Other Models. Underwood offers a 
book- 
keeping and other accounting func 
tions. Also offered is the Samas line, 


which includes a tape-to-card punch 


variety of other machines for 


using multi-channel paper tape. The 
tape is a by-product of original typing 
or recording operations; since it is 
used directly to punch cards, the ma 
chine eliminates the need for key 
punch operators. It may be used to 
store complete accounting and _ statis 


tical records in punched cards. 


Visirecord, Inc. 
Illustration. Page 45, 
Model. ““Tri-Poster.” 
Type. A “one-writing” bookkeep 

ing system. 

Description, Consists of 2 board to 
hold various accounting forms in pro 
per alignment one above another, so 
that preparation of the top form caus 
es entries to be posted to forms be 
neath. Copies made by means of car 
bon contained in the machine itself to 
avoid handling, Up to seven records 
can be posted at once, In a typical ap- 
plication, the journal, ledger, receipt, 
and statement are prepared at one 
writing. Extra copies can be made. 

Provides visible control of alignment 
and posting of all records. Single-mo- 
tion lever permits removal of posted 
forms and automatic advancement of 
journal. Journal sheet itself contained 
within body of machine, moving on 
roller arrangement. 

Price. $210, plus Federal Excise Tax. 

Other Models. An extensive line of 
posting trays and stands, and other 
equipment for the handling of ac- 
counting records, Also visible record 
equipment. 
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Automatic Electric Sales Corp. 
Illustration. Below, left. 
Model. Type 32A31 P-A-X switch 
board. 
Type. Telephone system for up to 
50 stations, using a switchboard. 
Power. \\0-volt A.C., converted to 
24-volt D.C. Standard 
wire can be used. Standard telephon« 


twisted-pair 


cable recommended, preferably in con 
duit, where a number of lines are run 
together for a considerable distance. 

Uses dial 


Description. telephones 


which both receive and transmit. Five 
conversations can be carried on at 
once; this number can be expanded to 
seven. Can be used for conference 
work. System has dial tone, conven- 
tional dialing and automatic signaling, 
automatic intermittent ringing, revert 
ive ringing tone, automatic connec 
tions, full privacy of conversation, busy 
signal, and instant automatic line re 
lease. 

Optional features include executive 
direct line, executive right-of-way, key 
calling, code calling, paging telephone, 
public address cut-in, and automatic 
information announcer. 

Switchboard cabinet measures 4 {t., 
91, in. high; 4 ft, 2 in. wide; 2 ft. 
deep. 

Price. Switchboard, $2,171, plus ex- 
tras; each telephone, $24.15. 

Other Models. 
switchboards, varying in capacity from 
10 to 200 telephones. 


A number of other 


Bell Sound Systems, Inc. 

Illustration. At left. 

Model. No. 352-M “Belfone.” 

Type. Desk model, cabinet type re- 
ceiver-transmitter, for systems with up 
to eleven stations. This is a master 
unit. 

Power. 117-volt, 60-cycle AC. Plug- 
in cable connectors used between sta- 
tions. 

Description, Used with as many as 
ten other master units. Up to five con- 
versations can be carried on at once, 
and the net can be used for confer- 
ences. Has volume controls for speak- 
er and outgoing volume. Talk-listen 
switch to any station is held down to 
speak, released to hear answer. Sta- 
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tion called is selected by key. Option- 
al earphone permits privacy of incom- 
ing messages. 


Cabinet, of hand rubbed walnut, is 


f 
14 in. wide, 7 in. deep, and 7 in. high. 

Price. $75.10, list, 

Other Models. Similar models de 
signed for AC or DC. Also available 
are systems using master stations and 
sub-stations, permitting two-way con 
versations between master and any 
sub-station, but not between sub-sta 
tions. Sub-stations may be of desk or 
wall type. Also a series of master units 
using microphones; these do not re 


quire use of a talk-listen switch. 


Connecticut Telephone & 
Electrie Corp. 
Illustration. Page 47. 
Model. “Direct-A-Call.” 
ly pe. 


from two to five stations. 


Telephone for system with 


Power, Designed to be plugged into 
standard 110-volt outlets. Uses inch 
flat ribbon wire that can be placed un 
der rugs or glued along a molding. 

Description. A telephone unit which 
can be mounted on either top or side 


ot desk. 


direct signaling to other stations. Can 


Has tour buttons, used for 
be used for conference work. Tele 
phone occupies a space measuring 4 
by 6 in. 

Other Models. “Private Line” sys 
tem, tor trom 10 to 50 telephones. 
Uses dial telephones and switchboard 
and has automatic selective switching. 
Available features include voice pag- 
ing, executive right-of way, executive 
priority, facilities, 


conterence group 


hunting, and automatic ringing. 


S. H. Couch Co., Ine. 
Illustration, Page 47. 
Model. No. TPD60P “Autophone.” 
Type. Desk telephone for use with 


a 30-line private telephone system, op- 
erating through an automatic switch 
board, 

110-volt AC. 
nected to switchboard by twisted triple 
line wire. 


Power. Stations con 


Descriptions. Telephones are of dial 
type and provide private conversation 
Con- 
nections made automatically through 
switchboard, 


with any other station dialed. 


Up to 50 stations may 
be used in the system, with as many 
as 25 separate conversations being car- 
ried on simultaneously. Can also be 
used for conferences. 

System has busy signal, heard only 
when station called is actually busy. 
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Other features are executive right-of 
way, paging, and availability of either 
desk or wall telephones. 

Other Models. A variety ot systems 
for installations of two telephones, up 
to considerably more extensive facili 
ties. Some ot these provide a common 
circuit to all stations, others offer pri 
vate service. Call systems vary to per 
mit individual calls or calls heard 


throughout the system. 


Dictograph Products Ine. 
Illustration. Opposite page. 


Model. “Miracle Private Paging.” 
I'ype. A special paging and com 


nunication system in which individ 
uals wear a tiny, four-ounce receiver 
and speaker, permitting them to re 
ceive calls broadcast within the limits 
of their office or plant. 

Description. Development of — the 


transistor has made it possible to 
manufacture radio equipment of ex 
tremely small size. In “Miracle Pri 
vate Paging” the office concerned is 
wired with loops of wire which serve 
as a transmitting antenna lor messages 
and calls to individuals within the of 
fice. Those individuals wear a lapel 
size receiver and speaker having a 
total weight of four ounces, a width of 
1% in., a length of 3'% in. and a 
thickness of 13/16 in. 

Fach such speaker has a volume 
control, which is normally regulated so 
that only the wearer can hear it, The 
system was first installed in an Air 
Force hospital as a means of summon 
ing personnel without disturbing the 
patients. Although it can be used in 
quiet surroundings without being 
heard except by the wearer, its volume 
can be turned up so that it can be 
used also in locations having a high 
noise level. 

The system can transmit spoken 
words and signals, and can be used 
outdoors as well as indoors. Existing 
loud speaker paging systems can be 
converted for use with the new system. 

Each receiver unit is contained in a 
moisture-proof, perspiration-proot case. 
It has volume tone control, variable 
adjuster mechanism, and flexible cads. 


It is battery powered. 


Edwards Co. 
Iilustration. Opposite page. 


Vodel. “Lokator.” (20-call model.) 
Type. Paging system using visual 


or audible code signals. Primarily in 
tended for summoning individuals to 
telephone or other location. 
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THE (0h EXECUTONE 


INTERCOM 
Saves steps, increases 
output, cuts costs! 


Compute the cost of time wasted by 
executives and employees running back 
and forth. That's how much the New 
Executone Intercom can save you! Your 
voice—with lightning speed—gets infor- 
mation, gives instructions. Your em- 
ployees accomplish more, too, with 
inter-departmental communication.“ In- 
side calls” no longer tie up telephone 
lines. Office and plant operate at a new 
peak of efficiency! 


Years ahead of its time 
in operation and design! 


“CHIME-MATIC” Signalling announces 
calls with a soft chime and signal light, 
saves time on every call. New switching 
circuits for every need make new savings 
possible. Voices are clearer, distinet, in- 
stantly recognizable, Inexpensive 2 sta- 
tion system easily expanded. See it—no 
obligation. Just mail the coupon. 


Lecilone 


COMMUNICATION AND 
SOUND SYSTEMS 


a --- eer ee ro 


EXECUTONE, INC., Dept. Fb 
415 Lexington Ave., New York 17, N. Y. 


Without obligation, please let me have: 


C] Complete descriptive literature 


ADDRESS qiry 


i" 

| 

| 

[] The name of your local Distributor 
1 

| 

! 

| 


es 


331 Bartlett Ave. Toront 
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In Canada 
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Power. 115-volt, 60-cycle AC. Can 
be ordered for other frequencies and 
voltage $. 

Description. Control unit is a small 
cabinet which can be placed on a desk 
top or, if desired, located near a tele 
phone switchboard, Selector lever is 
provided to designate predetermined 
When lever is 
moved to code desired, slight pressure 
causes signal to be transmitted. Code 
sounds as long as lever is left in posi- 


code to be sent out. 


tion, and indicator arrow on cabinet 
flashes to show signal is being sent out. 

Codes consist of two numbers, and 
are transmitted via either visual or 
Model shown has ca- 
pacity for 20 codes. 
are available. 

Other Models. Larger models have 
capacities of 40 and 60 calls, 


audible devices. 


Larger models 


Eriesson Telephone Sales Corp. 

Illustration. Page 47. 

Model. Desk model telephone. 

Type. Dial telephone for use with 
private telephone system of 10 lines 
or more, Operates through an auto 
matic switchboard; connections via 
two-conductor wire. 

Description, System uses dial tele 
phones; other stations are dialed nor- 
mally and connections are made auto- 
matically. Has dial tone, busy signal, 
periodic ringing signals. 

Optional teatures include connection 
of a loudspeaker to executive tele- 
phones and provisions tor transferring 
calls automatically to another telephone 
if a call is unanswered after two sig 
nals. Telephones are available in both 
desk and wall models. Conference fa- 
cilities and paging systems can be 
added. 

The system can be used with as 
many lines as are required. 

This equipment is manufactured by 
the L. M. Ericsson Telephone Co., of 
Sweden. 

Other Models. 


A wide variety of 


Smith's No. CS30 “Call sender” 
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equipment, including a telephone for 
small businesses, using from two to 
eight instruments. 


Executone, Ine. 

Illustration, Page 48. 

Model. No. 1111H. 

Type. Desk model master unit with 
both handset and cabinet-type speaker 
and transmitter. For use with up to 
eleven other stations. 

Power. 110-volt AC or DC. Special 
Executone — twisted 
cable used. 

Description. Handset provided for 
complete privacy; speaker/transmitter 
can be used to receive and reply to 
calls without touching the unit. Has 
selector keys for calling 11 other sta- 
tions, Automatic busy signal indicates 
when station called is busy. Automatic 
lock-out prevents interruption. 
separate conversations can be con- 
ducted simultaneously. Master can be 
connected with other masters or with 
staff stations. 


multi-conductor 


Five 


Incoming calls signaled by “Chime 
Matic” signal, consisting of a chime 
and a reminder light. “Hold-Annun- 


ciator” arrangement can be set up to 
permit staff stations to call the master. 


Optional equipment includes an aux 
iliary paging-reply circuit for high 
volume voice-paging and response, an 
externally mounted gong, buzzer, or 
flashing light for signaling in noisy 
areas, a foot switch, an earphone, extra 
volume, and provisions for surface or 
wall mounting of staff stations. 

Cabinet is 7% in. high, 8% in. wide, 
and 111% in, deep. 

Other Models. Similar master units 
in the 1100 series, capable of use with 
Staff sta- 
several types, including a 
trumpet type. 


from 7 to 33 other stations. 
tions of 


Mitchell's No. 1280 
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Feiler Engineering & Mfg. Co. 
Illustration. Below, right. 
Model. No. WI-100-2 

Phone.” 

Type. Portable receiver / transmitter 
of the “wireless” type. 

Power. Plugs into standard 110-volt 
AC or DC outlets. Units for other 
currents available. No other connec- 
tions used. 

Description. A lightweight (4% 
lbs.) portable unit that uses existing 
light wires for 


“Port-A- 


transmission. 
Connections can be made between any 
outlets served by the same utility com- 
pany transformer. The company states 
that fifty stations may use the same 
circuit, at a 


voice 


distance be 
one-half 


maximum 
tween stations of two and 
miles. 

Different frequencies are available; 
all units on a given frequency can com- 
municate with the others on that fre- 
quency. Transmissions received by 
all stations on same frequency; system 
can therefore be used for conference 
work. 

Has “Hush-O-Matic” noise elim- 
inator, sensitivity booster to amplify 
weak both line and 
ground transmission. Cabinet is 8% 


signals, and 


in. wide, 6 in. high, and 5% in. deep. 
Price. $42.25 per unit. 


S. A. Hirsh Mfg. Co. 

Illustration, Page 54. 

Model. “Hirshcall” unit. 

Type. Portable “wireless” receiver /- 
transmitter. 

Power. Plugs into standard lighting 
circuits, requiring no other connec- 
uions. 

Description. A portable unit serving 
as both receiver and transmitter. Since 
it plugs into existing circuits, it can 
be used with other stations plugged 
into similar outlets served by the same 
utility company transformer. 

Designed for use with up to 20 other 
units. All units receive transmissions 


Feiler’s No. WI1-100-2 
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Webster's Series 900 “Teletalk” 


simultaneously; this permits confer- 
ences. Has power boost switch for use 
where transmission might otherwise be 
difficult. 

Price. $84.50 a pair, 


International Business Machines 
Corp. 

Illustration. Above, center. 

Model. Central code selector, Elec- 
tronic Paging System. 

Type. Paging system transmitting 
audible and/or visual code signals. 

Power. Uses existing standard AC 
lighting circuits. 
wiring used, 

Description. The code selector illus- 
trated is used to transmit code signals 
over standard lighting circuits to bells, 
gongs, chimes, dome lights, and _port- 
able paging units. Signals are high- 
frequency electronic pulses superim- 
posed on the circuit. 

Predetermined codes are selected by 
inserting a selector plug in the unit 
pictured. Codes consist of numbers and 
combinations of numbers, Supplement- 
al code signals may also be used with 
the predetermined codes to indicate 
the reason for paging. In addition, 
work and rest period signals and emer- 


No special signal 


gency alarms can be sounded automat- 
ically or manually. Can also be used 
to summon a watchman to the build- 
ing entrance at night. 

Other Models, Central code selec- 
tors available with 10, 20, 30, 45, 60, 
and 90 code capacities. IBM also offers 
a centrally supervised, common talking 
telephone system and nurse-to-patient 
communicating equipment. 


Kellogg Switchboard & Supply 
10. 

Illustration. Page 47, 

Model. Desk model telephone (“‘Se- 
lect-O-Phone” ). 

Type. Telephone used in private au- 
tomatic telephone system consisting of 
from 5 to 48 stations. Operates through 
automatic switchboard. 
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IBM electronic paging unit 


Power. \10-volt AC. Telephones 
connected to switchboard by 219 cop- 
per wire. 

Description, Dial telephone, which 
is connected individually with any 
other telephone in the system by nor- 
mal dialing. Used with automatic 
switchboard accommodating 12, 24, 
36, or 48 instruments. When telephone 
is in use, incoming calls are “locked 
out” and calling station receives busy 
signal. Calls are private, and do not 
interfere with others made simul- 
taneously. 

Can be used tor conferences, orig 
inating at any station. Can be 
equipped to provide executive right-of- 
way. An auxiliary feature permits gen- 
eral call or paging service and emer- 
gency alarms. 

Can be used also with party lines, as 
between an executive and his secretary; 
stations thus connected can ring each 
other without operating the dial. In- 
struments may be desk, wall, or side 
mounting type. 

A special “Credit Authorizing Sys- 
tem” is available with the Select-O 
Phone system whereby a sales slip per- 
forator at departments in a store can 
be controlled by a button pushed by 
a credit authorizer who has been 
reached by phone. 

Other Models. Executive station 
models of the cabinet type, in addition 
to various models of telephones and 
various sizes of switchboards. 


Kleinschmidt, Inc. 
Illustration. Following page. 
, Model. No. 150. 
Type. Teleprinter, page size. 
Power. 115-volt 60-cycle A.C. 
Description. A high speed, light- 
weight teleprinter which can both 
transmit and receive. Can be inter 
connected with other teleprinters 
through DC telegraph line, wire line, 
microwave, or radio carrier system. 
Sends and receives at 60, 66, 75, or 


National “Convers-O-Call” 


100 words a minute in standard five 
unit code, Prints 72 characters a line; 
adjustable tor single or double line 
feed. Has automatic carriage return 
and line feed without loss of any char 
acter; also manual line feed and car 
riage return without sending line sig 
nals, Unit suppressed against radio 
interference, 

Has fixed sprocket feed platen to 
feed paper roll, tanfold, or sprocket 
fed forms; can handle six copies on 
paper roll, 10 copies on sprocket-fed 
fantold paper. 

Optional features include automatic 
motor stop on upper case “H” or by 
time delay, take-up reel for storage of 
printer paper roll copy, large size ad- 
justable copy holder, built in power 
supply unit for line current, 115-volt 
AC or DC motor, and higher speeds 
for special applications. 

Cabinet is 114% in. high, 16% in. 
wide, and 20% in. deep. 

Other Models. No. 155, a page tele 
printer, and No. 120, a typing reper 
forator and tape transmitter. 


Lamson Corp. 

Illustration, Following page. 

Model, Lamson Airtube installation, 

Type. Tube system through which 
cylindrical carriers containing mail 
and other items are driven by a stream 
of air. 

Power, Standard power unit is a 
centrifugal exhauster, which maintains 
a vacuum in the tube system. 

Description, Several types of instal- 
lation are possible: in one, air tubes 
are run ‘rom a central station to each 
station in the system. Items to be 
moved from one place to another are 
sent to the central station in cylindrical 
carriers which move through the tubes 
at 35 feet per second; at the central 
station they are rerouted to their des- 
tination. Where there is considerable 
trafic between two stations, direct 
tubes can be installed. 

The newest innovation is an auto- 
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Kleinschmidt’s No. 150 teleprinter 


Lamson Airtube installation 


matic switching system. When this 
system is used, the destination of the 
carrier is set directly on a dial on the 
carrier. The carrier then routes itself 
to its destination, and a central station 
is not required. 

Carriers are available in a variety 
of shapes and sizes. The range is indi- 
cated by a few examples: carriers with 
circular cross sections of 2% in., 3 in. 
or 4 in. in diameter, with flat cross 
sections measuring 4 by 7 in. or 3 by 
12 in., and others. Carriers can be used 
to transport mail, tabulating cards, 
tools, and many items, even including 
liquids. 


Mitchell Mfg. Co. 

Illustration, Page 50. 

Vodel. No. 1280. 

Type. Portable receiver / transmitter 
of the “wireless” type. 

Power, Plugs into standard electric 
light outlet. No other connections re 
quired, 

Description. A lightweight portable 
unit which utilizes existing light cir- 
cuits for voice transmission. Can there- 
fore be used to reach all other units 
plugged into outlets served by same 
utility company transformer. All. sta- 
tions On net receive transmissions; sys 
tem thus can be used for conference- 
type work, 

“Press-to-talk” lever used while 
speaking, but also has a “constant 
transmit” position for dictation or con- 
ference use. Has “Silencer Control” to 
eliminate interference. 

Weight of unit is 44 Ibs. Cabinet 
is 914 in. wide, 6% in. high, and 
3% in, deep. 

Price. $69.50 a pair; model No. 
1279, additional single unit, $34.95. 


National Inter-Communicating 
Systems, Ine. 
Illustration. Preceding page. 
Model. No. 610-PBXC “Convers-O 
Call.” 
Type. 


master 


Desk 


receiver transmitter for use 


model, cabinet type 
with a ten-master-station system. 

Power. 110-volt AC or DC. 

Description, Provides private two 
way conversation with any other mas 
ter in the system; the number of such 
conversations that can be carried on 
simultaneously is equal to half the 
number of stations in the system. Sta 
tions are called by pressing selector 
button. Units can be equipped tor 
conterence work, if desired. 

Various types of stations can be in 


Tools of the Office 


OFFICE MANAGEMENT 


termixed in system, including a “Presi- 
dent” model which does not require 
use of talk-listen lever and has other 
features. 

Cabinet, of hand rubbed solid wal 
nut, is 14% in. long, 7'4 in. deep, and 
6% in. high. 

Price. $64.95. 

Other Models. Similar models avail 
able with 20- and 30-station capacity. 
Also a wide line of other equipment 
including president's models, systems 
using masters and sub-stations, wall 
speakers, paging systems, annunciator 
light systems, etc. 


Radio Corp. of America 

Model. “Modernphone” desk unit. 

Type. Telephone for use with any 
of six RCA “Modernphone” private 
telephone systems, ranging in capacity 
from two to eleven stations. 

Power. Six-volt D.C. Battery recom 
mended. 

Description. Can both receive and 
transmit and, depending on system, 
can be used for common talking or 
selective talking. Other stations called 
by pressing button; calling can be 
selective, or can be set up so buzzers 
at all stations will ring, in which case 
code calls are normally used; the ar 
rangement varies with the particular 
system. Models available with one, 
five, or ten buttons. 

Can be used with a central station 
capable of calling all others, with each 
remote station capable of calling the 
central station; or can be set up so all 
stations can call any or all others. 

Price. From $45 to $132. 

Other Models, Systems permitting 
interconnection of up to 200 stations. 


Wm. M. Smith @o. 

Illustration. Page 50. 

Model. No. CS-30 “Call, sender.” 

Type. Desk cabinet type 
master receiver/ transmitter for use in 
systems with from two to seven sta 


model, 


tions. 

Pewer. 110-volt AC or DC. Each 
unit interconnected by private wire. 

Description. Can call other stations 
individually or collectively, allowing 
either private conversations or conter- 
ences, Up to three separate conversa 
tions can be conducted at once. Indi- 
vidual output-volume control at each 
station. Unit has “non-glare” pilot 
light. 
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Western Union “Intrafax” 


Designed tor installation by non 
technical persons: connections made 
with screw driver: no soldering. 

Cabinet is of phenolic bakelite; it is 
7 in. long, 5% in. high, and 354 in. 
deep. 

Price. $41.95. 

Other Models. No. CS-10, a two 
unit’ system with master and = sub 
station; and No. CS-20, a system with 
multi-station master unit and up to 
six sub-stations. 


Stromberg-Carlson Co. 

Illustration, Page 47. 

Model. No. TD-80 “Dial-X” tele 
phone. 

Type. Desk model telephone for use 
with private telephone system having 
up to 40 stations. Connected through 
automatic switchboard. 

Power. 110-volt, 60-cycle AC, 

Description. Telephones are of dial 
type; other stations dialed in normal 
manner, Conversations are private; all 
phones can be simultaneously engaged 
in private calls. Busy signal provided, 
together with special “memory” de- 
vice; if caller receives busy signal, he 
may hold on without hanging up; as 
soon as other phone is free, call is au- 
tomatically put through. 

Has automatic ringing, executive 
right-of-way, and paging system hook 
(>. Automatic “lock-out” prevents in 
terruption by other calls except from 
phones having executive right-of-way. 
System can also be used for confer 
ences. 

Desk telephone illustrated can be 
easily converted for wall mounting. 
Switchboard cabinet is 50 in. high, 22 
in. wide, and 17 in. deep. 

Price. From $1,500, depending on 
line capacity. 

Other Models. Switchboards avail 
able with capacities of 20 or 40 lines. 


Side-mounting telephones also offered. 


Talk-A-Phone Co. 


Illustration, Above, right. 
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TelAutograph’s model “C” 


Model, No. C-4930H “Chiet.” 

Type. Desk model, cabinet type mas 
ter station with both speaker and tele 
phone facilities. For use in systems 
containing up to 30 masters and sub 
stations, 

Power. 110-120-volt AC or DC. 

Description. A master station with 
selector-button controls for reaching up 
to 30 other stations; can be used for 
private conversations and conference 
work. “Uni-Trans” dictation control 
trees executive's hands while dictating. 
Optional cradle-type telephone permits 
complete privacy, omits use of talk 
listen switch. “Redi-Power™ maintains 
volume level at all stations, automatic 
ally compensating for number of sta 
tions called at one time. 

Optional features include visual busy 
signal (AC only), booster to increase 
paging power, earphone (in lieu of 
cradle telephone), right-of-way relays, 
and long distance booster. Design per 
mits some staff stations to be used as 
private, others as non-private, in same 
system. 

Cabinet, of bakelite, measures 12 by 
9 by 7 in. 

Other Models. “Chiet” master sta 
tions available with capacities of 6, 12, 
20, 30, 40, 50, and 60 stations, Staff 
stations of varying features also of 
fered. Other intercommunication sys 
tems include a “wireless,” portable, 
plug-in system. 


TelAutograph Corp. 

Illustration. Above, center, 

Model, Transceiver model “C.” 

Type. Instrument for transmitting 
and receiving handwritten messages 
instantaneously via electrical circuits. 

Power. Standard electrical circuits. 

Description, Unit has a writing sur 
face and a stylus with which messages 
are written, Stylus is electrically con 
nected to a writing instrument in re 
ceiving unit, moving over paper. What 
ever is written with the stylus is thus 


reproduced at the receiving station, 


OFFICE MANAGEMENT 


Talk-A-Phone’s No. C-4930H 


From one to hitty or more receivers 
can receive messages simultaneously 
from a given transmitter, Stations are 
selected by means of selector key. Dur 
ing transmissions, stations concerned 
are blocked so other stations cannot 
interfere with their operation. 

This method permits transmission o! 
diagrams, codes, formulas, etc., in ad 
dition to plain language, allows trans 
missions to be made in the absence ot 
recipient, and provides written file of 
messages transmitted. 

Other Models. Transceivers (com 
bined transmitters and receivers) avail 
able in various designs and capacities. 
Also offered are receiving units that 
do not transmit. 


Vintage Products Co. 

Illustration, Opposite page. 

Model. No. 1200 “Zimcom.” 

Type. Desk model, cabinet type 
transmitter receiver, used in a system 
containing up to eight stations. 

Power. Battery. Stations intercon 
connected by three-conductor wire. 

Description. A small unit, measur 
ing 4 by 5 by 6% in., contaming Its 
own batteries. Has one button control 
ling a buzzer signal to other stations 
and a “press-to-talk” button. Used 
with substations, two of which can 
transmit back to the master. Can be 
used for conference-type work. 

Price. $9.95. 

Other Models. “Zimphone” system, 
using up to 16 telephones in one in 
stallation. This system also is battery 


ix ywered, 


Vocaline Co. of America, Inc. 
Illustration, Following page. 
Model. No. CC-45. 

Type. Portable, “wireless” type cabi 
net model transmitter/ receiver. 

Power. Plugs into existing standard 
105-125-volt AC or DC circuits, No 
other connections required, 

Description, Uses existing wiring; 
therefore, can be connected with any 
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Hirsh’s “Hirsheall” 


similar unit plugged into an outlet 
served by the same utility company 
transtormer. Transmissions received by 
all stations thus plugged in; units can 
be used for conference-type work. Has 
“press-to-talk” switch. For long range 
transmission over heavily loaded lines 
or where outlets are supplied by sepa- 
rate fuse boxes. Designed not to go 
through main power line transformer 
to user’s building. 

Cabinet, of walnut or grey plastic, 
is 7% in. wide, 5% in. deep, and 6% 
in, high, including handle. Weight, 
4 Ibs. 2 oz, 

Price. $99.50 per pair. Additional 
units available. 

Other Models. No. CC-20(D), the 
standard model, for use in outlets from 
single fuse box and meter. Designed 
to eliminate interference or cross talk 
from similar equipment in a_neigh- 
boring building. 


Webster Electric Co. 


Illustration, Page 51. 
Model. Series 900 “Teletalk” cabinet. 
Type. Desk model, cabinet type 


master transmitting and receiving sta- 
tion. For use in systems with up to 
twelve stations, as in the case of the 
model shown. Units of larger capaci- 
ties available. 

Power. 110-125-volt AC. Models for 
other voltages can be ordered. 

Description. An executive 


model 


Vocaline’s No. CC-45 “Vocatron” 


Tools of the Office 


providing for private conversations, 
but with facilities for conferences. 
Telephone handset or earphone avail- 
able for complete privacy. Other sta- 
tions reached by means of | selector 
switches. Has separate microphone on 
top of cabinet; this eliminates need for 
talk-listen switch, 

Has incoming volume control, also 
high-power lever to give added power 
when calling stations in noisy loca- 
tions. Busy signal indicates when a 
station called is busy. 

Optional features include plunger 
type annunciators and buzzer to iden- 
tify station calling, booster amplifier 
connection to permit increasing power 
when calling a number of paging 
speakers simultaneously, hand set, and 
ear phone. 

Cabinet, finished — in 
12-9/32 in. long, 
6-5/32 in. high. 

Prices. From $152.50 to $365.50, 
varying with size and features. 

Other Models. A wide variety of in- 
tercommunication system units, vary- 
ing in features and capacities. These in- 
clude masters and substations, units 
with clocks, paging units, etc. 


walnut, is 
% in deep, and 


Western Union Telegraph Co. 
Illustration, Preceding page. 
Model. No. 7176A “Intrafax” unit. 
Type. A device to transmit copies 

of printed material by the facsimile 

method. 

Power, Standard electrical circuits. 

Description. Material to be transmit- 
ted is wrapped around a drum, where 
it is scanned by an electronic “eye.” 
Light from the paper is converted in- 
to electrical impulses. These are trans- 
mitted to a stylus moving over a blank 
paper wrapped around a drum in the 
receiving unit. 

The current produces marks on the 
paper corresponding to the dark areas 
of the original, thus reproducing it. 
The process operates over long dis- 
tances and a master station can send 
messages to a number of different lo- 
cations at once. As many as 60 units 
can be interconnected. 

The instrument itself is 19 in. wide, 
17 in. deep, and 12 in. high. It rests 
on a cabinet 24 in. wide, 24 in. deep, 
and 32 in. high. 

Price. Rental charge of $40 a month 
for the transmitter, $55 for the re- 
corder, 
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Manufacturers’ List 


Bookkeeping and Payroll 
Machines and Systems 
Addressograph-Multigraph Corp. 
1200 Babbitt Rd., Cleveland 17 
R. C. Allen Business Machines, Inc. 
678 Front Ave., N. W., 
Grand Rapids 4, Mich. 
Bates Accounting Forms Co., Inc. 
23 W. 42nd St., New York 36 
Blackbourn Systems, Inc., The 
230 S. Cedar Lake Rd., 
Minneapolis 5 
Burroughs Corp. 
6071 Second Ave., Detroit 32 
Business Systems Corp. 
100 Sixth Ave., New York 
Consolidated Business Systems, Inc. 
30 Vesey St., New York 7 
Denominator Co., Inc., The 
261 Broadway, New York 7 
Evans Specialty Co., Inc. 
407 N. Munford St., 
Richmond 20, Va. 
Charles R. Hadley Co. 
330 N. Los Angeles St., 
Los Angeles 12 
International Business Machines Corp. 
590 Madison Ave., New York 22 
International Payroll Machine Co. 
P. O. Box 292, Reading, Pa. 
Le Febure Corp. 
716 Oakland Rd., N. E., 
Cedar Rapids, lowa 
McBee Co., The 
295 Madison Ave., New York 17 
McMillan Book Co. 
701 E. Genesee St., Syracuse 1, N.Y. 
Monroe Calculating Machine Co., Inc. 
555 Mitchell St., Orange, N. J. 
Nationa! Cash Register Co., The 
Main & K Sts., Dayton 9, Ohio 
National Record Co. 
2148 P St, N. W., 
Washington 7, D, C. 
Olivetti Corp. of America 
580 Fifth Ave., New York 36 
Payroll Tax Service 
44 W. 29th St., New York | 
Posting Equipment Corp. 
777 Hertel Ave., Buffalo 7, N. Y. 
Remington Rand Inc. 
315 Fourth Ave., New York 10 
Reynolds & Reynolds Co., The, 
Systems Div., Celina, Ohio 
Shaw-Walker Co., The 
Muskegon, Mich. 
Sheppard Co., The C. E. 
4401 21st St., Long Island City 1, 
New York 
Speedograph, Inc. 
5440 S. Ashland Ave., Chicago 16 
(To page 61) 
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The new Kodak Verifax Printer gives you 


3 copies in a minute 


owe 


Verifax copying is completely different . . 
easier, your best buy today. 


. faster, 


Compare. In copying a letter, invoice, magazine 
page, card record, etc., you use only one sheet of sen- 
sitized paper. And from it you get at least 3 photo-exact 
copies. A unique Kodak development makes this pos- 
sible—does away with sensitized print papers... and 
the need for making exposures of the original document, 
time after time. 

Anyone in your office can turn out Verifax copies 
after a few minutes’ instruction. No fuss... no change 
in your present room lighting, either. What a boon for 


EASTMAN KODAK COMPANY 


Address 


City 


for less than Af each 


_— oY: 


copying saves wherever there's paperwork 


Industrial Photographic Division, Rochester 4, N. Y. 


Gentlemen: Please send free Verifax folder and names of near-by dealers. 


 / 


your secretary and for you! Tedious hours of retyping 
and double-checking are eliminated. You get legible 
black-on-white copies as soon as needed—and never 
a transcription error. 


Your savings in retyping costs, alone, 
quickly pay for it 
A Kodak Verifax Printer—at $240—is one of the wisest 
investments you can make. Even if you are now retyping 
just one or two letters a day, it pays for itself. 
See a demonstration in your office—and judge. 


Price quoted is subject to change without notice 


ea ee ee 


TRADE MARK 
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THAT FILLS ITSELF 


TO SELECT OR REPLACE 


“Ink-Locked” 
against accidental 
spillage. Can't leak. 
Won't flood. Easy 

to clean as a 

saucer. 


Holds 40 times more ink 
than ordinary fountain pens. 
Needs ink only 4 times 

a year in normal use. 


More than 28 

interchangeable 
and renewable 
point styles 


\ 


+ 


tothyr¥ pit» Ossz 


A 


tn 


y 


62°22? ww? rte 9¢sz 


WRITES A FULL PAGE OR 
MORE AT EACH FILLING 


Finger grip 
never touches ink. 
No chance for ink 


to touch you.’ 
“Dee Yes 


CHOOSE 
the right Point 
for the way 
you write — 

by number. 


DESK PEN SETS 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 
THE ESTERBROOK PEN COMPANY OF CANADA, LTD. 
92 FLEET STREET, EAST; TORONTO, ONTARIO 


COPYRIGHT 1094 THe ESTE#OROOKR FEN COMPANY 
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Books and Pamphlets 


The Best Managed Companies 
in America 

The 1954 edition of the Manual of 
Excellent Managements has recently 
been published by the American In 
stitute of Management, 125 E. 38th 
St., New York 16. 
| ALM, President Jackson Martindell 
| stated that the purpose of the Manual 
| is “to enable everyone concerned with 
| management appraisal and improve 

ment to compare the management rec 

ords of various companies, industries 
| and areas, so that a more accurate judg 
nent of a company’s performance can 
be made, relative to the listed com 
| panies.” 

The book lists the 348 American or 
ganizations which the A.I.M. consid 
| ers best managed. These are listed al 
| phabetically, geographically, by indus 
try, and by the Institute's rating of 


their managements. Supplementary 
lists show the companies considered to 
have the greatest growth potential, the 
best records of stability of net income, 
the most outstanding outside boards of 
directors, and the uninterrupted cash 
dividend records of all 348 companies. 

The Manual also contains a_ full 
scale public Management Audit of The 
National Cash which 
A.I.M, rates as one of the top twelve 


Register Co., 


companies in the country for 1953. 


Principles of Electronic Data 
Processing Equipment 

Light on the Future is a new illus 
trated booklet on the significant prin 
ciples and components of electronic 
data processing equipment. It was pre 
pared by the International Business 
Machines Corp. The 32-page booklet 
describes and compares analogue and 
digital types of computers, and then 
explains in considerable detail the or- 
ganization of digital computers, the 
classification to which the new elec- 
tronic computers belong. 

One chapter discusses new develop 
ments, and the concluding chapter of- 
fers ideas on the future of electronics in 
the office. The final portion of the 
booklet contains a glossary of terms 
used in this new and growing field. 

This booklet is offered without 
charge to anyone writing the IBM De- 
partment of Information, 590 Madison 
Ave., New York .22. 
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Books and Pamphlets 


(Continued ) 


How to Run a Small Business 

How to Run a Small Business is a 
350-page book by the well-known tax 
expert, J. K. Lasser, C.P.A. It is pub- 
lished by the McGraw-Hill Book Co., 
Inc., 330 W. 42nd St.. New York 36. 

The book applies to the operation of 
small organizations a series of prin- 
ciples tested by big business. The thir- 
teen sections of the volume are devoted 
to: (1) how to build for profits, (2) 
how good accounting and other rec 
ords can help control and direct a 
business, (3) how to avoid frauds by 
employees, customers, and others, (4) 
how good tax management can increase 
net profits, (5) how best to handle 
credit and installment sales, (6) how to 
finance a business, (7) how to plan the 
best insurance program for the busi 
ness, (8) how to buy an established 
business, (9) whether a business should 
be a proprietorship, partnership, cor 
poration, or in some other form, (10) 
how to operate a store most efficiently, 
(11) how to operate a plant profitably, 
(12) how to make profits in wholesal- 
ing. and (13) how to operate a busi 
ness office most efficiently. 


The volume is priced at $4.95, 


Vinyl and asbestos tile flooring 

The Asphalt Tile Institute, 101 Park 
\ve., New York 17, has recently pub 
lished its 1954 Vinyl Plastic Asbestos 
Tile Color Classification Chart, and 
two folders on the maintenance of as 
phalt and vinyl plastic asbestos tile 
floors. The chart is designed to show 
what colors are available in each manu- 
facturer’s line and to identify the tiles 
in each line that give the same general 
color tone or effect. Thus, if a user 
wishes to find a white tile with black 
mottling, or a brown tile with white 
or yellow mottling, or any other stand 
ard pattern, the chart will tell him 
which tile in each manufacturer's line 
has that coloring. 

Maintenance of Asphalt Tile Floors 
in Institutional, Commercial and In- 
dustrial Buildings and Maintenance of 
Vinyl Plastic Asbestos Tile Floors, the 
two new folders, give advice on mainte 
nance of floors of those types. 

Single copies of the chart and the 
folders may be obtained by writing the 
Institute at the address given above. 
(To page 58) 
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How XEROGRAPHY «=» 


cuts duplicating costs *18,000 a year 
at Atlantic Refining Company... 


Preparing paper masters by xcrography for duplicating a wide variety 
of Office Forms, Charts, Job Specifications, 


Graphs, Booklets, Government Reports, Magazine Articles, En 
gineering Data, ete., saves Atlantic Refining Company, Philadelphia, 


Pa., about $1,500 a month. 


Starting with an original form or other subject, anything written, 
typed, drawn or printed, can be reproduced with photographic ac 


curacy onto a papel master in about 3 minutes 
for run off of multiple copies on an offset du 
plicator. Original copy may be enlarged, re 
duced or reproduced same size by xcrography 
in NeroX® Lith Master* copying equipment, 
Copies can be made, trom one or both sides ol 
an original, with xcrography, 

For use in diazo type machines, translucent 
intermediates can be made from any original 
subject in the same speedy way. 

® ‘There is no limit to the versatility of the dry, 
electrostatic, direct positive xcrography process 
in paperwork duplicating applications. 


#4 TRADEMARK OF THE HALOID COMPANY 


Write for proof of performance folders showing how companies of all kinds are 


cutting duplicating costs with xerography. For instance: Hardware Mutuals saves $500 


a month producing 84 different manuals four times a year. 


THE HALOID COMPANY 


54-31X HALOID STREET, ROCHESTER 3, N. Y. 
Branch Offices in Principal U.S. Cities and Toronto 


Draining Programs, 


Some Users in 
Different Fields 


AIRCRAFT 


Bel! Aircraft Corporation 


AUTOMOTIVE 


Ford Motor Compony 


CHEMICALS 


Ciba Pharmaceutical 


Corporation 


EDUCATION 


California Institute 


of Technology 


GOVERNMENT 


Federal, State, City 


INSURANCE 


Hordware Mutuals 
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Books and Pamphlets 


( Continued ) 


Brief Listings 

Publicity Checker, the 1954 edition 
of a volume published by R. H. Bacon 
& Co., 343 S. Dearborn St., Chicago 4, 
is now available from that company at 
a price of $6, This edition lists 2,850 
business papers, consumer magazines, 
and farm journals read by Bacon's Clip- 
ping Bureau, the list being given both 
alphabetically and by market classifi- 
cation, Canadian publications are in 
cluded. The information given for each 
publication includes address, editor, 


FLEXI 


trequency and date of issue, circulation, 
and publisher. Also included is a sec- 
tion on handling editorial publicity, to- 
gether with practical suggestions on 
preparing releases for leading articles, 
new equipment, new catalogs, person- 
nel news, trade shows, etc. 


Executive Sales Control Atlas of the 
United States and Canada is published 
by the American Map Co., Inc., 16 E. 
42nd St., New York 17. This is a loose- 
leaf bound in gold-embossed 
leather. Each page is pressure Jami- 
nated with acetate so that it can be 
with china the 
markings can be removed easily with 


atlas, 


written on crayons; 


BIL 


IN Your BUSINESS FORMS 


By 
[\mericar © 


Che, ‘ vA 


SAVE TIME 
... SAVE TEMPERS 


... SAVE MONEY 


Webster defines “Flexibility” as the quality of being pliant, manageable 
. susceptible to variation. And nothing describes American Lithofold 
business forms better than that definition. 


Because our forms are custom-designed to meet YOUR specifications . . . 
they are adaptable to any automatic or manual business machines. 


American Lithofold Business Forms are individually created to fit YOUR 


particular needs . . 


. to streamline YOUR office and record-keeping pro- 


cedure. For greater economy of record-keeping operation, Time and 
Temper-saving qualities are practically "built-in". 


Carbon Leaved Hi-Speed Carbon Leaved 
LITHOSTRIP LITHOFOLD LITHOSET iz 
The most efficient con- For large volume form Efficiency personified 
tinuous form ever de- work on Fanfold ma- in a business form. 
vised, cuts record- chines. Used widely in Special binding de- 
keeping costs 33%. trucking, railroad, air- leaves all carbons with 
Fits typewriters and all line industries... @ single motion. Pre- 
fully automatic ma- where mass,  single- punched to planned 
chines such as tele- purpose forms (such specification 


types and tabulators. 
required. 


as bills of lading) are 


“SECRET SPOT" Carbon Paper elimi- 
nates confidential or superfluous infor- 
mation from specific copies of your 
forms. 


“EAZY-READ" Multiple Forms produce 
amazing legibility even in sets of 12 
or more parts . . . down to the last 


copy. 


TEST THEM YOURSELF ... WRITE TODAY FOR FREE SAMPLES 


600 BITTNER ST, 


58 


AMERICAN LITHOFOLD CORPORATION ~ 


ST. LOUIS 15, MO. 


| storage and wardrobe cabinets. 
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a cloth, The book has 182 pages con- 
taining maps of the world, the States 
and Canadian Provinces, highway and 
railroad maps, a U. S. road mileage 
chart, and other information, It is 
priced at $35. 


Proceedings of the \7th Annual Time 
and Motion Study and Management 
Clinic, a record of the clinic held in 
Chicago last November 4th through 
6th by the Industrial Management So- 
ciety, is available from the Society for 
$4. The Society is located at 35 E. 
Wacker Drive, Chicago 1. This 168- 
page book contains complete transcripts 
of talks, and includes charts, forms, and 
illustrations. 


1954-55 New Jersey Industrial Direc- 
tory lists over 15,000 firms in that state 
and gives information about the state’s 
counties and towns, and about the 
state’s tax rates, insurance rates, trends, 
and other information. It is available 
from New Jersey Industrial Directory, 
1475 Broadway, New York 36, at a 
price of $25. 


Manufacturers’ Catalogs and 
Pamphlets 


Code Call Service 

The Automatic Electric Co., 1033 W. 
Van Buren St., Chicago 7, offers a bro 
chure which describes how executives 
and key employees can be reached 
quickly anywhere in an office or plant 
by means of a special signaling device 
that is part of an internal business tele- 
phone system. The brochure is called 
The P-A-X Code Call Service; it may 
be obtained from the manufacturer. 


Wardrobes and Storage Cabinets 

The Royal Metal Mfg. Co., 175 N. 
Michigan Ave., Chicago 1, offers a new 
circular describing its line of office 
The 
circular contains illustrations and de- 
scriptions of six cabinets and lockers. 
It may be obtained by writing the 
company. 


Rubber Mats and Cushions 
The L. M. Bickett Co., Watertown, 
Wisc., is offering a new catalog which 


gives illustrations and specifications on 


its line of rubber pads, mats, and 


cushions. The company manufactures 


chair cushions, stool cushions, type- 


| writer pads, desk top pads, floor mats, 
| etc. 
(To page 60) 
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ASK AN OLD MAN 


Civilization has, for time immemorial, conferred 
great honors and responsibilities on its older mem- 
bers. It elects them to public office and appoints 
them to posts of high authority and influence. In 
industry these older and more experienced citizens 
are elected to the boards of directors of great cor- 
porations, in the academic field they hold chairs of 
distinction where they counsel and advise the younger 
teachers and instructors. 


Yes—in most fields we recognize the inestimable 
value of experience. In laboratory research; ia field 
analysis; in shoproom experimentation; young, eager 
and inquisitive minds; clever, searching and ag- 
gresive hands are coming up daily with new ques- 
tions and new answers. 


But—often these new discoveries are only a part 
of an answer. Very often the “old known” and the 


The Smead Manufacturing Co.Inc,, Hastings, Minnesota, 
Born 1906, produces over 3100 Filing and Stotionery products 


June, 1954 OFFICE MANAGEMENT 


‘new unknown” can only be put together by an 
“oldster.”” Put together by a man who has tried 
and discarded, by a man who has been taught by 
the greatest of teachers, experience. 


The Smead Manufacturing Company is an old 
and experienced organization. We have tried and 
discarded. We are continually trying and discarding. 
We shall always pursue this policy, because we 
know of no other way to prove our product before 
we offer it for public acceptance. 


Yes—it may well pay you to ask Smead. It is 
possible we may come up with the answer to some- 
thing you are trying to do the solution to some 
particular filing problem peculiar to your, and only 
your organization. 


We “‘oldsters”’ would like the opportunity to put 
our experience at your disposal. 
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Books and Pamphlets 


( Continued ) 


Letterhead Logic 


R. O. H. Hill, Inc., 270 Lafayette St., 
New York 12, has revised Letterhead 
Logic, which is a guide to the improve- 
ment of letterheads. This brochure is 
free to firms requiring 5,000 or more 
letterheads a year and may be obtained 
by writing the company stating the 
number of letterheads used annually. 
Among its features is a check list which 
can be used to measure the effectiveness 
of letterheads and to suggest methods 
ol improving existing ones, 


Dirt Repelling Paint 

The Enterprise Paint Mfg. Co., 
2841 S. Ashland Ave., Chicago 8, has 
issued a bulletin which describes that 
company’s new “Staize-Clene” paint. 
This paint is an odorless flat enamel 
which, the manufacturer states, stays 
clean from 79 to 90 per cent longer 
than other paints. The bulletin is ob 
tainable by writing the 
directly. 


company 


Desk Accessories 

The Bert M. Morris Co., $651 W. 
Third St., Los Angeles 48, describes its 
line of desk top equipment in a new 
catalog which may be obtained by writ 
ing the company. 


THE CROWN 
LINE OF 
MARKING 
DEVICES 


There is a Crown marking device for 


Any marking Problem — 


For the best in marking devices insist 


on the Crown Line. 


Write today for 100 page 


illustrated catalog %96; it’s 


FREE! 


NEW YORK 7, 


wit and Oo. 


80 DUANE STREET 


N. Y. 
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Remington Rand Booklets 

The following booklets and tolders 
have recently been made available by 
Remington Rand Inc., 315 Fourth Ave., 
New York 10: 

Pinpoint Credit Control with Visible 
Ledger Records, an eight-page folder 
describing in detail how credit and 
collection managers can determine the 
status of up to 60 accounts at a glance, 
using Victor Visible Ledger Records. 
This folder, No. WV796, is available 
from Victor Safe & Equipment, Dealer 
Sales Division, Remington Rand Inc., 
at the above address. 

Profitable Selling Through Visible 
Control, tolder No. WV452, is a tour 
page folder on the subject of visible 
records for efficient use of vital sales 
data. It is offered by Victor Safe & 
Dealer Sales Division, 
Remington Rand Ine. at the above ad 
dress. 

Booklet No. LBV626, states that 


shelf filing saves 75 per cent of the cost 


Equipment, 


of drawer files and 50 per cent of their 
floor space and shows how this type ot 
fling may be applied to businesses, 
hospitals, libraries, and other institu 
tions. 

Folder No. X1432 discusses the one- 
writing method called “A Simplified 
Order Invoice Plan” which uses any of 
three different duplicating methods to 
simplify sales accounting. 

Folder No. E1148 describes Reming: 
This 


electronic system, which simplifies in 


ton Rand's new Speed Tally. 
ventory records and makes _ possible 
one-day inventory totals, was pictured 
on page 79 of the January issue of this 
magazine. Details of its operation are 
contained in this new four-page book 
let. 

The company explains in a new 
booklet how organizations can micro- 
film their records without having to 
invest in microfilming equipment, us- 
ing Remington Rand's microfilming 
The booklet also points out 
the advantages of the microfilming 


service. 


process. 
Modular Office Furniture 

The Leopold Co., Burlington, lowa, 
has prepared a brochure called Versatile 
Service Units for Office Planning from 
the Functional Viewpoint, which pro- 
vides illustrations and specifications of 
basic units in the company’s line of 
modular furniture, together with dia- 
grams suggesting efficient combinations 
of various units. The basic units in- 
clude cabinet sections, desk sections, 
tops, end panels, etc. 
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Trussell Mig. Co., Inc. 


Smith Co., Wm. M. 1320 S. Grand Blvd., St. Louis 4 
190 Cottage St., Poughkeepsie, N. Y. 20 Ferguson Ave., Broomall, Pa. Vocaline Co. of America, Inc. 
VisiRecord, Inc. Stromberg-Carlson Co., Sound 100 Bristol Bldg., 
34 Railroad Ave., Equipment Div, Old Saybrook, Conn. 
Copiague, L. I., N. Y. 1225 Clifford Ave.. Webster Electric Co, 
Underwood Corp. Rochester 21, N. Y. 1900 Clark St., Racine, Wise. 
| Park Ave., New York 16 Talk-A-Phone Co. Western Union Telegraph Co. 


1512 S. Pulaski Rd., Chicago 23 60 Hudson St. New York 13 
Intercommunication Equipment 


Autocall Co., The 
937 Tucker Ave., Shelby, Ohio 
Automatic Electric Sales Corp. 
1033 W. Van Buren St., “We use our MARCHANTS for figuring invoices, payrolls, 
Chicago 7 job costs, discounts, inventory, time-payment contracts... 
Bell Sound Systems, Inc. in fact, for just about all the figurework in our office.” 


355 Marion Rd., Columbus 7, Ohio 


Bogen Co., Inc., David 
29 Oth Ave., New York 14, N. Y. 


Connecticut Telephone & Electric Corp. 


“Once | figured that only 
big companies needed calculators. We're 
only a small business, but our MARCHANT 
is paying for itself so fast I'm amazed.” 


Meriden, Conn. 
Couch Co., Inc., S. H. 
1 Arlington St., 
North Quincy 71, Mass. 


Dictograph Products, Inc. 
95-25 149th St.. Jamaica 35, N. Y. 


DuKane Corp. Any Way 


103 N. llth Ave., St. Charles, Ill. 


Edwards Co., Inc. p44 tigure— 


9) Connecticut Ave., 
Norwalk, Conn. ss W/L p / 
Ericsson Telephone Sales Corp. 1€§ <7 Me: 
100 Park Ave., New York 17 
Executone, Ine. 
415 Lexington Ave., New York 17 
Feiler Engineering & Mig. Co. 
8026 N. Monticello Ave., Skokie, Il. 


Hirsh Mig. Co., S. A. 
$051 Central Park Ave., Skokie, Ill. 


a 


International Business Machines Corp. 
590 Madison Ave., New York 22 


Kellogg Switchboard & Supply Co. MORCHONT 
79 W. Monroe St., Chicago 3 AMERI 


Kleinschmidt, Inc. 
Deerfield, Ill. 


The Marchant 
Figurematic 


Lamson Corp. 


pe ad Be’ ok he 7 

10 Lamson St., Syracuse 1, N. Y. The MARCHANT MAN in your phone book will be happy to show you, on : 
, ‘ your own work, how the new FIGUREMATIC will soon pay for itself. Call 1 ‘ 
Mitchell Mfg. Co. him or mail this coupon with your business letterhead to get your free 5 2 
2525 Clybourn Ave, Chicago 14 Index to Modern Figuring Methods 5. a a : és 
National Inter Communicating Descriptive Literature on Marchant Calculators . . . . [) ' . | 
Suction Sak MARCHANT CALCULATORS, INC. + Oakland 8, Californig | a 
1130 N. Milwaukee Ave., Chicago 22 Se ta i as ein es ee ee ey th es een te E34 : 
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Tools of the Office Radio Corp. ot America . Talk Products, Inc. Pe a 
Menuinctmsers® Ulet Front & Cooper Sts., Camden, N. |. 163 St. Paul St., Rochester 4, N. Y. ag 
pe ETS 54 Rauland-Borg Corp., TN Telephone Sales Corp. 
(Contianed from page 54) 3523 W. Addison St., Chicago 18 215 Montague St., Brooklyn, N.Y. 
Todd Co., Inc., The Simpson Mig. Co., Inc., Mark TelAutograph Corp. 
1150 University Ave., 32.28 49th St., 16 W. 6lst St, New York 23 
wachees 7, Mi. T. Long Island City 3, N. Y. Vintage Products Co. 
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New for the Office 
(Continued from page 39) 


“DAMPENER ROLLER DETER- 
GENT,” a new product of Anchor 
Chemical Co., Inc., 827 Bergen St., 
Brooklyn, N. Y., was developed for 
the specific purpose of cleaning litho 
offset dampener rollers, The manufac 
turer claims that a particular advan- 
tage of this detergent is that, in addi- 
tion to loosening and dissolving dirt, 
gum, and ink, it does away with the 
excessive foaming which has made pre 
vious detergents difficult to use. 


PHOTOCOPYING IN MUCH 
BRIGHTER LIGHT than has previ- 
ously been possible is now feasible by 
using a new slow-speed sensitized pa- 
per, according to Peerless Photo Prod- 
ucts, Inc., Shoreham, Long Island, 
N. Y. Peerless is the manufacturer of 
“Dri-Stat” photocopying equipment 
and supplies. The new Dri-Stat No. | 
negative paper is coated with a slow- 
speed emulsion which, states the com- 
pany, reduces the danger of pre-ex- 
posure, yet gives results as sharp as 
those obtained with Dri-Stat No. | 
standard-speed paper. The company 
also announced that its Dri-Stat No. 2 


Demaud the Best ta Zuality 


PLYMOUTH 
RUBBER BANDS: 


_ conform to Federal i aimaeas: 
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positive paper is now available in three 
different types, including one which 
is coated on both sides, and one suit- 
able for making translucent masters 
for diazo process reproduction. 


NO CARBON PAPER IS NEEDED 
to make “carbon copies” of business 
forms when they are made with a 
new paper recently introduced by The 
National Cash Register Co., Dayton 9, 
Ohio. Ordinary paper is used, but the 
back of the original is treated with a 
special chemical and the face of the 
copy paper is coated with another 
chemical. The pressure of writing on 
the original forces the two treated 
surfaces into contact with each other. 
This produces a chemical reaction that 
results in sharp blue lines on the copy 
paper corresponding to the original 
typing or writing. If the reverse side 
of the copy paper is also coated, it can 
simultaneously produce a copy on a 
second sheet of copy paper. The pro- 
cess can make seven typewritten or 
handwritten copies. The new 
paper is being used initially for appli- 
cations in which interleaved 
forms would otherwise be used. It is 
called “NCR” (No Carbon Required). 


four 


carbon 


STAINPROOF MASTERS for liquid 
process duplication can be made with 
“Commander Supercoated Ready-Mas- 
ter Units” according to the manufac- 
turer, Columbia Ribbon & Carbon 
Mfg. Co., Inc., Glen Cove, N. Y. The 
company says that this is possible be- 
cause the master contains no water- 
soluble dyes. These dyes, it is claimed, 
are the ones that stain hands, clothing, 
and equipment, when standard masters 
are used, The new Ready-Masters are 
available in all sizes and forms. Colum- 
bia has also announced a new sensitized 
metal plate for offset duplicating. The 
plate is said to be capable of producing 
5,000 halftone impressions and 20,000 
This “Colitho Metal 


requires one solution to prepare 


line impressions. 
Plate” 
it for the press, and the image remains 
visible 


after exposure and before de- 


sensitizing. 


ALUMINUM PRE-SENSITIZED off- 
set plates are offered in several styles 
other than straight edge by the Azo- 
plate Corp., Summit, N. J. The new 
styles include serrated, slotted, pinbar, 
The plates 
“Enco” 
also distributed by the 
Addressograph-Multigraph Corp., 1200 
Babbitt Rd., Cleveland 17, Ohio. 


and round-hole punchings. 
appear under Azoplate’s 
name and are 


trade 
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New for the Office 


(Continued ) 


TWO-SIDED PHOTOCOPIES can 
be made, using a new duplex copying 
paper manufactured by the American 
Photocopy Equipment Co., 1920 W. 
Peterson, Chicago 26. The paper, which 
is sensitized on both sides, is called 
“Apeco Duplex Paper” and is designed 
especially for use with the company’s 
“Auto-Stat” photocopier. The paper is 
made in various sizes, including letter, 
legal, book, and in sizes up to 11 inches 
in width, of any length. A free book- 
let describing this paper is available 
from the company. 


STENCILS WITH “SNAP-OUT” 
carbon cushion sheets are now market 
ed by the Bohn Duplicator Corp., 260 
Fifth Ave., New York 1, under the 
trade name “B D C.” The carbon 
cushion sheet is attached at the factory 
in the same way that office forms are 
interleaved with snap-out carbons. The 
new stencils also feature a soft green 
coloring designed to reduce eye fatigue. 
The coating, furthermore, is said to be 
of a non-clog type which does not 
require a top film. 


TRANSLUCENT PAPER MASTERS 
for use with diazo and other direct- 
method copiers have been introduced 
by the Gilbert Paper Co., Menasha, 
Wisc. The paper is said to be unusual- 
ly translucent, and its special blue- 
white color is considered an important 
factor in producing clear, high-speed 
copies. 


Smith-Corona portable wins 


Canadian award 


An award for excellence in design 
was recently given to the Smith-Corona 
“Sterling” portable typewriter at a cere- 
mony in Ottawa, Canada. The Na- 
tional Industrial Design Council, which 
made the award, is an extension of the 
National Gallery of Canada. Its mem- 
bership includes manufacturers, retail- 
ers, consumers, research 
It is an organ- 
ization interested in improving the 
design of Canadian products. 


designers, 
workers, and others. 


The presentation was made by the | 


Right Honorable C. D. Howe, acting 
for the Prime Minister of Canada. 
President A. O. Dawson accepted it 
for Smith-Corona (Canada) Limited. 
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Association News 


THE OFFICE EXECUTIVES ASSO 
CIATION of New York met for its 
monthly luncheon meeting on April 
7th at the Masonic Club, and for its 
monthly dinner meeting on April 21st 
at the Hotel Belmont Plaza. The 
speaker at the first of these was B. E. 
Downs, of Remington Rand Inc., who 
discussed “The Function of the Office 
Staff in the Business Organization.” 
The dinner meeting was OEA’s “Silver 
Anniversary Night.” Frank L. Row 


‘and, Othce 


spoke on 


managing director, Life 


Management Association, 
“Yesterday, Today, and Tomorrow in 


Office Management.” 


THE RECORDS MANAGEMENT 
ASSOCIATION of New York held 
its annual Spring Berefit Bridge Party 
on Saturday, May first, at the Waldort 
Astoria Hotel. The party was held 
for the benefit of the Arthritis and 
Rheumatism Foundation. It was at 
tended by 400 persons and the Asso- 
ciation reports that as a result of this 
fine turnout it will be able to present 


(To page 64) 


Introducing the 193 Semi-Hydraulic 
- newest and 
smallest power-operated cutter 
in the famous Challenge line! Ideal 

for the office or small plant. Just 

194, inches wide... yet with all the 
POWER and PERFORMANCE of 


many larger, more expensive models! 


Power Paper Cutter . . 


back gage . . 


smart appearance of the cutter. 


for you. 
now. 


765 - 


Ruggedly built . . . moderately priced — 
you'll find Challenge’s 193 Semi- 
Hydraulic Power Paper Cutter right 
Send for complete details 


Hydraulically controlled knife cuts 
clean and deep. Won't repeat 
accidently. Works smoothly in 
harmony with easy-running hand 
clamp to save time and money. Special 
features include Challenge's safe and 
sure two-hand starting device . 
“duplex” measuring tape .. . “positive 
. and a handsome baked- 
on “wrinkle” finish which adds to the 


. 


4 — : pe @ Spas. 


THE CHALLENGE MACHINERY COMPANY 
Office, Factories, Show Room 
GRAND HAVEN, MICAIGAN 


Challenge Owns The Printing Equipment 
Manufacturing Rights of Morgans & 
Wilcox Manufacturing Co. 


DEALERS IN ALL PRINCIPAL CITIES 


TRADE-MARK @® 


CHALLENGE" STYLE 193F 
SEMI-HYDRAULIC 
POWER PAPER CUTTER 


Cc bi ec 


y of compactness and 
efficiency of power in one model! 


Over 50 Years in Service of the Graphic Arts 
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ADDRESSING 
MACHINES 


offer you the only competition you can find 
in the Addressing Machine industry. 
Consult your yellow telephone book or write 
to The Elliott Addressing Machine Co., 
145B Albany St., Cambridge 39, Mass. 


Get The Finest. . Ask For 


< > 


an ACE staPLeR! 
gt ACE Stapling Equipment 


is made with watch-like 

recision. It en to 

asten papers and paper 

boards quickly, securely, 

ACELINER economically. See a// ACE 
models (from $2.40 up). 
See the ACE Staple Re- 
mover. And. . always use 
ACE stronger Staples. . 
you get the finest when 
ACE PILOT you specify “ACE”! 


SOLD THRU LEADING STATIONERS 


qeesy, Slee HINES, 
ACE FASTENER CORPORATIO 


3415 North Ashland Avenue, Chicago 13 


Association News 
( Continued ) 


a check for more than $900 to the 
Foundation at the annual RMA din 
ner on June 14th, The dinner will be 
held at the Savoy Plaza Hotel. 


Previously, the Association, meet 
ing at 3 W. SIst St. New York, on 
April 12th, heard a lecture by Milton 
Reitzield on “Management and Con 
trol of Reports.” Mr. Reitzteld is di 
rector of the U.S. Navy's District Rec 
ords Management Office in the Third 
Naval District. 


lo management on paperwork man 


He is also a consultant 


agement. He is a frequent contributor 


to Government and civilian manage 
ment publications and conducts man- 
agement studies and training programs 


on this subject. 


THE WESTCHESTER CHAPTER 
the National Office 
Association has elec 
ted Walter Wendt, 
of the Underwood 
Corp., president for 
the year 1954-55, 


of Management 


New vice presidents 
are Charles S. Bell, 
Ivan R. Bierly, and 
Charles A. 
er. Recording secre 
tary is Mrs. Dorothy 


Rieding 
Walter Wendt 


W. Schwab, corresponding secretary is 
Miss Caryl A, Wetzel, and treasurer is 
K. Edward Bush. 
The chapter has now come to the 
end of its first year. During the year 
_ it completed, on schedule, a salary sur 
vey in which more than 82 per cent 
of the chapter members participated, 
and introduced and continued to pub- 
lish its monthly Nomagram bulletins. 


THE TRANSCRIPTION SUPER 
VISORS’ ASSOCIATION of New 
| York met on March 8th at Whyte's 
Restaurant. The program of the eve 
ning featured Miss Margaret M. Veale, 
who presented a discussion on voice 
personality, sound film, voice record 
ings and analyses. 


THE RECORDS MANAGEMENT 
ASSOCIATION of Chicago held its 
| annual spring banquet at the Chicago 
Bar Association during April. The 
guest speaker was Dr. Lois Higgins 
of the Crime Prevention Bureau. Dr. 
| Higgins spoke on “Leadership.” 


LOOK INS 


... then decide! 


Fancy price tags don't make fine 
desks. But the “ID'’ trade-mark does! 
Any desk that wears it is a fine desk 

. constructed with care of selected 
woods for lasting durability . . . and 
designed with comfortable usability 
foremost in mind. look for the “ID” 
symbol that certifies Indiana Desk 
quality. You'll find it in the middle 
drawer of every model . . . plus a 
price tag far more modest than you 
might expect. 


E 


Before you decide on any 
desk, write for the name of 
your nearest Indiana Desk 
dealer. 


indiana desk co. 


JASPER, INDIANA « U.S.A. 


YOUR NAME 
ADDRESS 


~~ CANCER 
POSTMASTER 


YOUR TOWN 


KATE SMITH 


says— 


“The American Cancer Society is 
leading the fight, your fight, against 
cancer through its programs of re- 
search ...education ...and service 
to cancer patients. 
“Cancer strikes one in five. 
“You can strike back with a 
generous gift. Mail it to ‘Can- 
cer,’ c/o the Postmaster in 
your town, and your dollars 
will reach the American Can- 
cer Society. 
“Please send your gift today. 
The need is terribly urgent.” 
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Use this ONE success-building 
HANDBOOK to 


GET AHEAD 
FASTER in 
BUSINESS 


Just Published 


ERE’S your one- 

volume reader-ref- 
erence of dependable 
facts on every major 
phase of modern busi- 
ness management—facts 
you need to set up and 
run a_ business—facts 
you need to make a go 
of it—facts you need to 
make money and to keep 
everybody who has any- 
thing to do with your 
business happy. 

The great body of 
business knowledge 
that’s packed into this 
book can do for you 
what it’s done for hun- 
dreds of other men. By 
giving you the know-how behind success- 
ful operation of every phase of business, 
it opens the way for you to push on to 
top heights of income, whether you're on 
a salary, or in business for yourself. 


Edited by J. K. LASSER 
BUSINESS 
MANAGEMENT 
HANDBOOK 


Prepared by 20 specialists 
20 big sections, 809 pages, 6 x 9, only $8.50 


Section on how 
to organize for 
good employee 
relations tells you 
how to sense 
when employee 
relations are bad, 
what employees 
really want, how 
to boost morale, 
how to form and 
use policy, how 
to widen your 
services to and 
for employees. 


In thie big guide to the business practices 
that bring success and profits in today's world, 
twenty experts show you how to run a business 
80 that it shows a healthy profit. 


These men show you 
what are the success- 


The famous Lasser 
style, the crisp state- 


Association News 
( Continued ) 


THE OFFICE MANAGEMENT AS 
SOCIATION OF CHICAGO elected 
officers for the coming year at its April 
15th meeting. The new president 1s 
L. R. Chase. of Johnson & Johnson, 
Alfred H. 
Paul Holly, of Aldens, Inc., was elec 
ted first vice president, and Alvin J. 


who succeeds Dorstewitz. 


Vosskuhler, of International Harvester 
Co., was named second vice president. 
Elected the 
Vernon Bartels, of the First National 


to office of treasurer 1s 
Bank of Chicago. 
The 


annual 


Association observed its 
“Education Night” on March 
Ikth in the main dining room ot the 
The 
cipal speaker was Dr. Benjamin J. 


Willis, 


Schools in Chicago, whose topic was 


Chicago Bar Association. prin 


General Superintendent — of 
“Partnership of Business and Educa 
OMAC’s Education Night is in- 


tended to help develop a closer relation 


tion.” 


ship and to maintain better under 
standing between schools and business. 
Members of the Association invited a 
number of placement counselors and 
commercial teachers to attend as their 
guests, 


Coming Events 


National Secretaries Association 
July 21-24 
Ninth Annual Convention 


ee 


be 


by 
Eon perial 


ful practices in every ments of fact, the Waldorf-Astoria Hotel, New York 
aspect of businese—in tables and check lists © 
building ., strong. fi- for quick consultation, 
nancial and organiza- all make it a use-it- - _ ; . 
tional set-up: in main- now book for the man Life Office Management 
a 0 atio' . 
with customers. em- Dronte or better his Association | 
loyees, and stock- job right now. Y : > 1% | " 
olders: in keeping « it em a -~4 September 2/-29 
books and forms 60 pre pod e eo oc . Al. | 
that they serve as a You get it-~you don't 1954 Annual Conterence 
2 real control of the have to wait until . , . 
business: in plugging you've had time to Shoreham Hotel, Washington 
profit leaks: etc. study it in detail, e 
Covers scores of topics like these Office Executives Association 
@ Newer personnel procedures and how they F New York 
i be used aavensenveney e Current ——— of New Y ork 
of using cost analysis in achieving effective Ss — 79 » 
marketing grocstarss © Se) to x pten he roof October | 
attain full managerial control of plant opera- . . - Fons ‘ 
tions by use of cost data @ Aavenced methods Golden Jubilee National | 
of controiling all operations through budgeting — . : 
@ Newly evolved management tools for con- | Business Show | ... one of many carefully planned 
t s rv » busine s li- | - . ° 
fication ee te aa casential’ business | 69h and 71st Regiment Armories groups of handsome, modern office 
forms for greatest efficiency. | New York furniture . . . styled to lend beauty 
: e and dignity to your office . . . with 


increased overall efficiency. See 
your IMPERIAL dealer and write us 


Send check or money order for $8.50 to 
| for FREE Office Planning Guide. 


OFFICE MANAGEMENT 


The Magazine for Management Executives 
212 Fifth Avenue New York 10, N. Y. 


Industrial Management Society 
November 11-12 


Fighteenth National Time & Motion 


IMPERIAL DESK COMPANY 
Evansville 7, Indiana 


Study & Management Clinic 
Hotel Sherman, Chicago 
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Sy 


office management 


leads the field with its news and analysis of 


AUTOMATION IN THE OFFICE 


As far back as August 1952 when Automation was a word heard only in 
closed conferences, OFFICE MANAGEMENT released what is believed 
to be the first significant discussion of Automation in the office field, 
“Electronics in the Office’, featuring the opinions of David Sarnoff, 
Chairman of the Board at R.C.A. and John S. Coleman, President, Bur- 
roughs Adding Machine Company. 

Since the er of this article in the August issue of 1952, the 
following additional articles have appeared in OFFICE MANAGEMENT: 


JUNE 1953 MARCH 1954, APRIL 1954 
“Electronics Moves into the "“U. S. Steel Sets Up Auto- 
Office,” matic Office” 


by Ralph Fairbanks MAY 1954 
Automation — Beginning of 
DECEMBER 1953 ee 
“The Bank that TV Built” on Gra,” Port | 


by R. Hunt Brown 
JANUARY 1954 
“Automatic Accounting Ma- 
chines,” 


JUNE 1954 
Automation — Beginning of 
an Era,” Part II 
ate poe, 
MARCH 1954, APRIL 1954 “Integrated Data Process- 
“Automation No Easy Ans- ing for the Smaller Office” 
wer,” by Ralph Fairbanks 
by Edward Waygren and Rebert Wetzler 


WHAT IS AUTOMATION IN THE OFFICE? 


Automation in the office is the use of the rapidly multiplying new systems 
developments and facilities of electronics to synchronize the functions of 
separate units of equipment into an overall operation. Importantly, while 
it can and does employ the latest in electronic coraputers and other new 
devices, it does not necessarily call for costly or experimental types of 
machines and equipment. Equipment presently on the market and in use 
in every modern office in America can be geared in one way or another 
to Automation, 

The articles listed cover every advance in office Automation to date. As 
new progress is achieved and case histories are reported, OFFICE 
MANAGEMENT will carry the great story forward. 


OFFICE MANAGEMENT 
The Magazine for Management Executives 
212 FIFTH AVENUE NEW YORK 10, N. Y. 
A GEYER PUBLICATION 


People in the News 


THE TODD CO., INC., Rochester, 
N. Y., manufacturer of check writers 
and check signers, has announced three 
recent promotions: 


Gilbert |. Owen has moved up from 
the post of general 
sales manager to that 
of vice president in 
charge of sales. Mr. 
Owen has been with 
the company since 
1923, during which 
time he has advanced 
through various posts 


s ; - G. . 
including those ot aa 


export manager and 

general sales manager. He was first 
elected a vice president of the company 
in 1947, 


Leonard T. Thomasma has succeeded 
Mr. Owen as general 
sales manager. Mr. 
Thomasma joined 
Todd in 1928 as a 
bank supply _ sales- 
man. He has been 
manager of sales of- 
fices in Milwaukee 
and Cleveland, man- 
ager of machine 
sales, and assistant 
general sales manager. In 1948 he be- 
came a company director, and he was 
elected secretary three years later. 


i. F. 
Thomasma 


Robert W. Geoghegan has been 
named assistant general sales manager, 
moving to his new position from that 
of Midwest divisional manager. He 
has been with Todd since 1948, during 
which time he has held various posi- 
tions in sales and sales promotion. 


PHILCO CORP. has advanced three 
men to vice presidential positions, ac- 
cording to announcements by Presi- 
dent William Balderston and Execu- 
tive Vice President James H. Carmine. 

Larry F, Hardy has taken over duties 
as vice president in charge of product 
development, His previous post was 
that of president of Philco’s television 
and radio division. He joined Philco 
originally in 1932, During his service 
with the company he has been vice 
president and general manager of Sim- 
plex Radio Co., a Philco subsidiary; 
manager of the home radio set divi- 


(To page 68) 
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People in the News 
(Continued ) 


sion; and vice president and, later, 


president of the television and radio 
division, 

John M. Otter has been named vice 
president in charge of consumer prod 
uct divisions. Mr. Otter has been with 
Phileo since 1926, serving in’ various 
positions including that of vice presi 
dent and general sales manager for the 
corporation, Vor the last two years 
he has been vice president and general 
manayer of the refrigeration division. 

Both Mr. Hardy and Mr. Otter are 


members of Phileco’s board of directors. 
At this point 


WRINKLES 
CAUSE 


OLD AGE 


There's no point collecting worry lines 
from folds and wrinkles in finished 
duplicating work. 

Most of the time these creases are 
caused by uneven moisture content in 
the paper. This causes a “warping” 
of the paper in the feed tray and these 
ape are folded smooth as they feed 
under the roller. Sometimes the warp- 
ing is caused by a wide variation in 
paper moisture and room humidity. 

To combat wrinkling, all of East- 
ern’s wide assortment of duplicating 
papers are made with an even, correct 


Albert |. Rosebraugh has been made 
vice president in charge ot sales tor 
the refrigeration division, Since 1952, 
he has been sales manager in that di- 
vision in charge of refrigerator and 
freezer sales. Mr. Rosebraugh has been 
with Philco since 1929, when he joined 
the company as a salesman. 

It has been announced that President 
William Balderston has been reelected 
to the National Industrial Conference 
soard, of New York, a nonprofit insti 
tution for business and industrial fact 


finding through scientific research, 


MISS KATHERYN M. SHEEHAN, 
has been appointed commercial man 
The Thomas & 


ayer of Setts Co., it 


moisture content . . . scientifically con- 
trolled and designed to work perfectly 
under normal office conditions. 


If you've been troubled by wrinkles 
why not try one of these fine papers on 
your office duplicating machines: 


Atlantic Duplicator, Atlantic Bond, 
Atlantic Mimeo, Atlantic Opaque, 
Manifest Bond, Manifest Mimeo, 
Manifest Duplicator. 


_ All but Atlantic Opaque are available 
in attention-compelling colors. Send for 
sample packets or sheets. 


nysdh 
ATLANTIC BOND 


MADE BY EASTERN CORPORATION + BANGOR, MAINE 


tasrten 


UWiilss PAPER K 


OFFICE MANAGEMENT 


| expert on bank vaults 


was announced by M. F. Tetaz, comp 
troller. Miss Sheehan has 
charge of the credit department; in her 


been in 


new position she will combine the du- 
ties of both the commercial and credit 
departments under the comptroller’s 
supervision, The Thomas & Betts Co. 
is located at Elizabeth, N. J. 


ELMER W. NELSON was named a 
vice president of Die 
bold, Inc. at a recent 
meeting of the board 
of directors in New 
York. Mr. Nelson 
has been associated 
with the company tor 
more than forty years, 


He is known as an 
B. W. 


Nelson 


bank 


equipment. 


and security 
During his long. service 


with Diebold be has been advertising 


| manager, New England manager, gen 


eral manager of dealer sales, New York 


branch manager, Eastern division man 


ager, sales manager of the Eastern bank 


division, and consultant on foreign con 
tracts. 


At the same meeting, Frank D. Rob- 


inson was. elected 
treasurer of the com- 
Mr. Robinson 


been 


pany. 
had 


treasurer since join- 


assistant 


ing the company in 
1951. 
association with Die- 
bold, he had had 


thirteen years of su 


Prior to his 


F. D. 
Robinson ‘ 
pervisory accounting 


experience with the Westinghouse Elec 


| tric Corp. 


M. Hl. PEACOCK has 


president of the Lin 


been elected 
coln Ca., a 
Ditto, 
Inc., it was recently 
the 


Paper 
subsidiary ot 


announced — by 
board of | directors. 
Mr. Peacock has been 
in the paper business 
since 1923. He joined 
1937 as 
president in 


M. H. 


Lincoln in Peacock 


vice 
charge of sales. It was also announced 


that R. 


vice president of the company. 


elected 
Mr. 


Bowen moves to his new post trom that 


M. Bowen has been 


of general manager, the capacity in 
which he has served since he became 
associated with Lincoln in 1951. 


1954 


June, 
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People in the News 
(Continued ) 


WILLIAM L. MONTGOMERY has 
been made sales manager of the Monroe 
Calculating Machine Co., it was recent- 
ly announced by 
President Fred R. 
Sullivan. Mr. Mont- 
gomery, who had 
been manager of the 
company’s northeast- 


ern sales division 

A since 1951, will now 

é supervise the sales 

Ww. Be e , 
Montgomery efforts of Monroe's 


275 sales branches 
throughout the country. The new sales 
manager has been with Monroe for 34 
years. 

At the same time, it was announced 
that William E. McKenna has been 
appointed controller of the company. 
Mr. McKenna joined Monroe in 1952 
as assistant coordinator of methods. 
Prior to coming to Monroe he had been 
with Touche, Niven, Bailey, & Smart, 
New York public accountants, 


H. G. BLAKESLEE was re-elected 
vice president and director of the 
American Fair Trade Council at the 
Council’s recent annual 
New York. This will 


meeting in 


be Mr. Blakeslee’s 
second consecutive 
term as an_ officer 


of the Council. Mr. 
Blakeslee is vice 
president and gen- 
eral manager of the 
Cory Corp., Chicago 
manufacturer of air 
conditioners, appli- 
ances, housewares, and other prod- 
ucts. 


H. G. 
Blakeslee 


J. K. Lasser Dies 


Jacob Kay Lasser, well known tax 
expert and accountant, died in New 
York on May IIth of a heart ailment 
at the age of 57. 

Mr. Lasser, was was senior partner 
in the accounting firm of J. K. Lasser 
& Co., was widely known for his series 
of annual handbooks entitled Your In- 
come Tax which provided information 
on the preparation of tax forms. 

In addition, he was the author of 
such books as Handbook of Accounting 
Methods, Excess Profits Tax Hand- 
1954 
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book, How to Run a Small Business, 
How to Live Within Your Income, and 
others. He was a member of the Amer- 
ican Institute of Accountants. 

He is survived by his wife, his 
mother, a son, a daughter, and a sister. 


George W. Bach dies 

George W. Bach, board chairman of 
the American Sterilizer Co., died in 
Erie, Pa. on March 13th at the age 
of 77. 

Mr. Bach had served with Ameri 
can Sterilizer 1941. He 
president of that company until illness 


since was 


forced him to resign; at that time he 
became chairman of the board, Previ- 
ously he had been with the United 
States Steel Corp. as an engineer, and 
with the Union Iron Works, as gen 
eral manager. At one time he operated 
a business of his own in Cleveland, 

Mr. Bach was born in Germany but 
came to this country as a young boy. 
He served in the U. S. Navy during 
the Spanish-American War and the 
Philippine insurrection, 


affairs and 
had been president for many years of 


He was active in civic 


the St. Vincent's Hospital board. 


HERE’S HOW SCRIPTOMATIC HELPS A MAIL ORDER COMPANY 


| Seuptomatic. Can Help You, Too 
-.-to get flexibility and low cost in your address masters. 


A mail order house with 810,000 active 
customers and $7 million annual volume 
installed the Scriptomatic system to gain 
substantial benefits not obtainable by 
any other means. 

In one brief writing operation, using 
Standard Register continuous forms on 
electric typewriters, they create both a 
Scriptomatic addressing machine master 
and a separate set or sets of shipping 
papers. Since the master is an inexpen- 


coop 
order—entry form 


sive by-product of the typing operation 
they simply discard it when a new order 
comes in from the customer. These card 
masters minimize checking problems, 
and improve accounting and catalog 
mailing procedures. They are housed 
in one fifth the space required by former 
address masters. Most important, in 15 
minutes after mail is opened a proc- 
essed order can be in the hands of 
the “pickers.” 


Scriptomatic Address Master 
_ notched for purging inactive accounts | 
3,240,000 catalogs mailed annually 


a Continuous marginally punched 
- forms permit accurate regis- 
tration and high speed typing 

(2000 per day). 


items purchased 


---—-——--— 7 part set includes 
shipping papers 


Write for actual case studies and descriptive material. Discover now, 
_ at no obligation, if Scriptomatic can 


improve your specific procedures. 


SCRIPTOMATIC INC. 


300-316 North Ith Street, Philadelphia 


7, Pa. 
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Correspondence— 
(From page 24) 

the company was very often packing the letters with forms 
that were not only unnecessary, but might prove definitely 
irritating to the recipient. Thus, before the letter program 
was inaugurated, MONY used more than 300 different sig 
nature notarization forms which were sent out to policy 
holders who wished to make policy changes. These were 
discarded after the single question had been asked, “Why 
send them?” It developed they were not legally required, 
they cluttered the correspondence, and their effect on a 
recipient in a rural area who might have to drive several 
miles to find a notary can easily be imagined. 

An unforeseen, but very welcome, result of the corre 
spondence program has been its indications of spots within 
the company where systems improvements could be made. 
This came about through the monthly time reports of each 
department or division, showing the percentage of its let 
ters answered in three days, or less, percentage answered in 
four to five days, and so on. These department reports are 
put on a monthly master list, circulated to the public rela- 
tions department (which is still in charge of the letter 
writing program), all department heads, and the president 
of the company. 

Systems weakness shows up fast in this comparative re- 
port, For instance, if all departments except Department 
“A” are clearing 98 per cent of their correspondence within 
three days, whereas Department “A” is clearing only 60 
per cent in that time, it is probable that there is some weak- 
ness in the system by which Department “A” operates. 
Perhaps, it handles a mass ef correspondence for which re- 
plies must be based on information from still another de- 
partment. Obviously, it would be worthwhile to do some- 
thing either about the lines of communication between 
those two departments, or investigate reassignment of func 
tions between the two departments. 

The results of the time control system have been startling. 
Before the program was put into effect, more than half 
the company’s replies to letters did not go out until six 
days or more after the original letters had been received. 
Eighteen months after the program was in effect, the per 
centage of replies going out five days or more after letters 
had come in was down to seven per cent. By 1952, 96 per 
cent of all correspondence was cleared in three days or 
less; only one per cent remained unanswered for more than 
six days. Today, the percentage cleared within three days 
has risen to 98 per cent, 

The continuing follow-up clinics are in the nature of 
refresher courses for personnel to insure that they do not 
slide into poor letter writing habits again. Scheduled so 
that each officer and employee attends a clinic about once 
every two years, the subject matter covered in the clinics 
is varied enough so that those attending do not simply feel 
they are retracing the same old ground all over again. The 
refresher clinics also serve the purpose of indoctrinating 
new personnel in the basic principles of writing good letters. 

The savings noted by MONY since instituting its letter 
writing program are not unusual, Beside the very obvious 
public relations benefit of answering letters promptly, an- 
swering them in a form which the recipient can understand, 
and covering all the queries which the recipient has posed, 
companies instituting well-organized correspondence train 
ing courses have almost always been pleasantly surprised by 


the very real savings in time and money within the central 
office. The Consumer Service Department of General Foods 
has reported a sixty per cent reduction in dictation since 
establishing guide letters to follow in answering the thou- 
sands of requests and questions from the housewives using 
G. F. Products. Prentice-Hall has been able to cut its dic- 
tating staff from eight people to five with a consequent 
savings of $1,200 a month. 

There is still another side to the letter writing problem. 
Letters represent the company which sends them, and they 
usually reach a great many more people than the company’s 
salesmen or other representatives do. In a very real sense, 
they are the company as far as the recipients are concerned, 
Most offices recognize this in terms of the appearance of 
their letters: good paper is stipulated, much thought is 
given to attractive letterhead design, secretaries are rated 
on the neatness of their typing, the lack of erasures, the 
even spacing of margins. 

And all of this planning and care can go into a letter 
which salutes the reader with these winning lines: 

“One of my clerks informed me that more than two 
weeks ago she spoke to you over the ‘phone, and that you 
promised to send us a payment on your account. 

“Where is this money, Mr. ———? You owe us $84.23, 
and there is no question about it. If it were I that you 
were speaking to, you would not have been granted this 
extension. [| demand that you take care of this entire bal 
ance at once. 

“You own a house that is attachable. I theretore suggest 
that you borrow this amount, but I must have at least a 
partial payment of $20.00 no later than February 1. 

“Think it over. Will it be worth it for your friends and 
relatives to see how slow you pay your bills?” 

Obviously this is not a MONY letter but it is an actual 
letter sent out by one of the country’s major retail organi- 
zations. It is definitely not the sort of letter to win friends 
for any organization, but a surprisingly large number of 
companies are still sending such letters out, 

This type of aggressive attitude, while still all too com- 
mon, is a personnel problem as well as a letter writing 
problem. Perhaps it is probable that the man who writes 
such a letter is the wrong man for the job. All the letter 
writing courses in the world might help the symptoms, but 
not the cause. But even helping the symptoms, from the 
company viewpoint, would keep customers who otherwise 
are probably irretrievably lost. 

A far more common fault, and one in which the disease 
itself can be cured by a thorough correspondence improve- 
ment program of the MONY type, is the use of terminology 
that is second nature to the writer, absolute Greek to the 
reader. When this is combined with a certain ambiguity of 
expression on the writer's part, the results can be absolutely 
chaotic. 

It's easy to regard this as a fault which could only be 
indulged in by banks, insurance companies and other insti- 
tutions with an esoteric language all their own. But banks 
and insurance companies, before they take a long, hard 
look, at their own correspondence, don’t think ot their ter- 
minology as particularly unusual. 

And falling into terminology in general correspondence 
that is common currency only in a particular type of work 
is a very easy habit. 

And a very insidious one... . 

Have you checked the letters leaving your office lately? 
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Any letter! Typed on a new Remington Electric Typewriter 
with Executype"’, it looks impressive, says IMPORTANT in 
an eloquent way. Wherever it goes, it commands attention, 
builds prestige and ‘‘seils’’ you and your organization on sight. 


*Remington’s new family of distinctive type slyles... 
over 100 to choose from ...and at no additional cost. 


Send for free booklet ‘Electric Typing Dividends” (RE8612), Remington Rand, Room 1619, 315 Fourth Avenue, New York 10, New York 
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Office automation— 
(From page 34) 


for office purposes? Perhaps some of them have already made 
application studies in your line of enterprise. A lot of read 
ing material has been published on such subjects, and cata- 
logs can be obtained, but this will only advise what is al- 
ready on the market. It is important also to know what is 
coming up in the near future, in the model shop, on the 
drawing board, or even as a gleam in the engineer's eye. 
Therefore, visits to factories and laboratories engaged in 
such work would be beneficial. 
5. Economic Study of New Versus Old Methods 

Perhaps at this point it is decided that there is nothing yet 
available which will help you, but that something will be 
ready in a year or two. The result will not be entirely ne- 
gative. In any event, you know where you stand, and don’t 
have to worry about some competitor “pulling the rug from 
under you” suddenly through the use of new electronic 
methods. You will not be in the position of having a “white 
elephant” or complicated piece of machinery gathering dust 


‘ 


in a corner of your office, because it was bought without a 
thorough investigation and nobody knows how to use it— 
this has actually happened and more than once! It will prob 
ably be confusing at first, but the ideas of the investigator 
will clarify more and more as he proceeds. 

The chances are that you will find some electronic gear 
that will answer your problems which is already here or 
will be here soon. In such event an economic study must be 
made to balance the investment against the savings to be ob- 
tained, both tangible and intangible, with which process 
most businessmen are quite familiar. 

6. Installation of New Procedures 

In the event that suitable equipment has been located, and 
the economic study justifies its purchase or rental, a con- 
tract is signed. While waiting for delivery, steps must be 
taken to establish new methods and procedures. Perhaps a 
prototype or pilot plant has to be produced. In many cases 
it is advisable to operate the old and new systems in paral 
lel, until the new system is “debugged” and all concerned 
are familiar with its operation. 

As Mr. E. B. Weiss, Director of Merchandising of Grey 
Advertising Agency, Inc. has very ably shown in his four 
articles which appeared in “Advertising Age” in 1953, the 
“Second Industrial Revolution” is upon us, and it will force 
major changes in production, merchandising and selling. He 
cites in those articles a great many examples of cases where 
electronics is already assisting business, and is relieving 
man of routine mental labor, just as the First Industrial Re 
volution relieved man and beast of routine physical labor. 
Aladdin and his magic lamp are really here! 

It cannot be expected that the ultimate answer to a busi- 
nessman’s problem will be found at this stage, as many 
complete systems have yet to be engineered and they will 
have to be custom-tailored at first. However, an intermediate 
solution might be useful in the transition from manual to 
semi-automatic to automatic, As scientific discoveries are 
made, the completely automatic era will be approached. It 
may be practical to make a system X per cent automatic if 
that is the point of diminishing returns. In other words, 
“half-way” measures may be indicated as an intermediate 
step towards the ultimate automatic goal, 
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Your secretary— 
(From page 21) 


Some of these are to chew a pencil or pipe, or hold your 
hand over your mouth. Most effective technique for over- 
coming the handicap of dictating distinctly is to face entirely 
That technique invariably is 
successful. She won't hear a word you say. 


away from your secretary. 


Speak in similar manner when addressing your copy- 
writers and writing staff. 

Point 4: By no means intone the desired punctuation 
for your secretary. Lower your voice at random and at any 
point except at the end of a sentence. String a series of 
dependent clauses without hinting in the slightest by your 
voice that these are a series of dependent clauses, This is 
a real challenge to your secretary. 

Point 5: 


that we send to some 58 of our clients. 


Write those letters and reports in longhand 
Then when your 
secretary comes in for dictation, read them with the same 
speed and staccato that Walter Winchell uses when he blares 
breathlessly into the “mike.” This is a sure way of kick- 
ing her upstairs into a court reporter’s job. 

Run through your instructions to all your employees as 
if you're catching the next train out of town. 

Point 6: Ink in minor corrections in all fina! work that 
comes over your desk. Then your secretary will have to 
retype entire pages. There’s no surer way of giving her, 
and the typists, practice, 

Point 7: Make known to all employees that their knowl- 
edge of English and composition is nil. Be sure to insist 
that they never change your undying prose. But at the same 
time, be sure to hold them strictly accountable for split in- 
finitives, dangling participles, plural verbs with collective 
nouns, et cetera, et cetera, ad infinitum, ad nauseum. 
(Whoa! See what I mean, boss? ) 

Point 8: Never tell anyone to make extra copies of im- 
portant letters. Decide at the last moment that you want 
Mr. Swigert, Mr. Hill, Mr, Johonnsen, Mr. Johnson, Mr. 
Wright and others to have a copy. The secretary will really 
thrill to your request that they all receive carbons. 

Point 9: This one will make your assistants swoon, boss: 
Their first dates in two weeks have arranged to meet them 
at 5:15 p.m. sharp—downtown. It’s five minutes before clos- 
ing time. Call several of them in then and tell them you have 
only six short letters you want them to type; tell them that 
youll wait for the work since you're having dinner in town. 
If they don’t swoon, boss, they should. 

Point 10: This one’s yours, boss. Every once in a while, 
tell your assistants how valuable they are to you and to the 
firm. Tell them you don’t know what you'd do without 
them. Show your appreciation by seeing that their pay en- 
velopes contain as much cold cash as is consistent with their 
values. 

That’s all, boss, There’s no more. Try to eliminate those 
first nine points, practice number ten. It'll pay. 

You'll find that all—or nearly all—of your assistants will 
improve 100 per cent. What's more, their value to you will 
increase. Most important, it'll benefit you where it does 
you and the firm the most good: on the right side of the 
ledger in the bank account. 

Try it: 

Try it, boss! 

We dare you. 
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*Fairfax continuous towels used by Munsingwear, Incorporated are 


supplied by American Linen Supply Company of Minneapolis 


Cotton Towels’ Cost Less and are Preferred 


by Our Employees Says Munsingwear 


Here's How 
Linen Supply Works... 


You buy nothing... your 
linen supply dealer sup- 
plies everything. The low 
cost includes cabinets, pick- 
up and delivery, provides 
automatic supply of fresh- 
ly laundered towels and 
uniforms. Quantities can 
be increased or decreased 
on short notice. Local 
service is listed in your 
classified book under SER- 
VILINEN, LINEN SUPPLY 
or TOWEL SUPPLY. 


June, 1954 


Fairtax-Towels 


A PRODUCT OF WEST POINT MANUFACTURING CO. 
OFFICE MANAGEMENT 


e Munsingwear is an old and respected trademark in the 
textile field. Best known for their mens’ and boys’ T shirts, 
underwear, socks, pajamas and sportswear, their trade- 
mark is a recognized standard of quality on ladies’ hosiery, 
lingerie and foundation garments. Munsinygwear, Incor- 
porated employ more than 2,200 in their Minneapolis plant. 

Munsingiwwear management has found plant washrooms can 
be kept cleaner and tidier, and at lower cost, with continuous cot- 
ton towel service. Their employees are happier, too, with the 
greater comfort afforded by clean, absorbent cotton towels. 

Whatever your towel problem ... whether you operate a 
factory, institution, cffice or store... you can be sure that 
soft, gentle, absorbent cotton towels will do the best job in 
promoting employee morale, building customer good will, 
increasing tidiness in your washrooms and cleanliness 
among your employees, 

For free booklet that tells how cotton towel service will 
save you money, increase sanitation, efficiency, write Fair- 
fax, Dept. D,65 Worth Street, New York 13. 


Clean Cotton Towels... 
Sure Sign of Good Management 


WELLINGTON SEARS CO., SELLING AGENTS, 65 WORTH ST, NEW YORK 13 
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“ELI” 
(From page 16) 


were increased from three to six who were comparable in 
leadership recognition to “before-training” leaders. 

Thus, FLT seemed to contribute to spreading out the 
leadership among the trainees where before the training it 
was concentrated among a few. 


Advantages 


As other experiments are being conducted more data of 
both the objective type and the inferred type are being 
gathered. Some of the impressions that have been evidenced 
to the author concerning the advantages of FLT include 
the possibility that participation is greater because the 
Zroups are smaller. Furthermore, leaders are not formally 
designated and thus each trainee starts out with equal 
status, The group and not an individual is made respon 
sible for finding a solution, thus placing a premium on each 
trainee’s efforts, for if the session is conducted properly he 
does not have to agree to the solution. 

Team work seems to be fostered because trainees learn 
that each can not have things his way. Ideas, feelings and 
differences are expressed and they learn that there is more 
than one side to a problem. They become sensitive to each 
other's thinking, which is a fundamental aspect of the 
theory of leadership behavior. 

Cooperative problem solving seems to be more extensive 
and intimate, Trainees become aware of each other's ability 
to present constructive and helpful suggestions. The trainee 
most helpful to the group is focused on by the other mem 
bers. Through a very natural process a leader emerges 
spontaneously, The discussion is guided by his function 
and how he serves the group’s interest and not by position 
or authority as it would be if he were formally designated 
leader, He is influential rather than powerful. Has posi 
tion as leader is achieved rather than ascribed to him. This 
seems to fit the theory that leadership behavior is more 
function-oriented, 

Autocratic leadership is very undesirable among ofhce 
supervisors and employees because force only serves to be 
get force and often requires additional torce to dispel the 
undesirable effects. Imposing one’s will on individuals by 
autocratic bossing is not encouraged in FLT and is replaced 
by the indirect approach which attempts first to achieve the 
good will of the group, Solving the problem is done simul 
taneously while performing leadership functions and thus 
leadership experience is obtained in addition to understand 
ing the human relations problem. 

Experience with FLT reveals that the trainees at the 
outset often feel that refraining from strict control is a sign 
ot weakness. They are not aware that their effectiveness 
is actually increased when they share the solving of prob- 
lems. Because of this prevailing doubt, trainees must ex- 
perience participatory leadership before they will accept it. 
Unlike other forms of training, FLT provides ample op- 
portunity for all trainees to feel the surprising results of 
participatory leadership. 

An important advantage of FLT occurs in that supervi 
sors with superior ability and experience in guiding prob 
lem-solving are segregated from those of less ability and 
experience. Training methods should differentiate between 
degrees of keadership ability and experience or else trainees 
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who are more inclined to be leaders are perpetuated. Train- 
ees needing leadership training take a back seat to those 
more naturally adapted to taking leadership roles. The situ- 
ation is not made conducive to allowing them opportunity 
to be leaders. 


Segregation is necessary, for without it non-leaders are 
constantly at a disadvantage. Under pressure to exceed their 
developed ability their form of participation fails to attract 
satisfying respect and attention. A better suggestion always 
seems to be presented which dampens their enthusiasm. 
They feel superfluous and become spectators rather than 
participants, 

Some of these trainees attempt to gain respect by means 
other than constructive participation. They may become 
loud, impolite and extremely critical or indifferent, bored 
and uncooperative. Disturbing remarks replace sincere sug- 
gestions. Other trainees attempting to get something out of 
the session become irritated and the conference bogs down. 
The ironical fact is that many human relations training 
sessions become bogged down because of poor human rela- 
tions among the trainees. 

FLT affords a handicap for trainees lacking leadership 
qualities by segregating them from trainees possessing 
more of these qualities. Experience with FLT reveals that 
trainees of like ability and experience seem to get along 
better together. There are less tensions and frustrations, 
and participation seems more congenial and satisfying. 

To trainees of superior ability and experience in leader 
ship, segregation offers a challenge to compete with train 
ces also having these qualities. Some rise to the occasion 
and meet the challenge successfully by tapping ability pre 
viously wasted. Supervisors meeting their match, however, 
learn what being led is like, which is another benefit of 
FLT. 

At the same time non-leaders used to being led are given 
opportunity and motivation to develop leadership. The 
methods of preceding leaders often serve to guide the 
aspirants and many improve upon these methods. Success 
ful in their first experience at leadership their interest and 
progress are maintained by their advance into groups of 
trainees with similar experience. 

This process, continuing until all but a few have the 
“feel” of leadership, develops leadership qualities in super- 
visors previously lacking them, while the leaders are forced 
to improve further or gain valuable experience in being led. 
In this way the trainees are leaders performing certain tunc- 
tions in one situation and non-leaders performing different 
functions in other situations. 


Limitations 

However, FLT has several limitations. Experience has 
revealed that where leadership is already quite evenly dis 
tributed amoag the trainees the forced leadership method 1s 
not useful, Although the author is speaking only from ex- 
perience, it is his feeling that FLT is useful and beneficial 
in proportion to the extent to which there are few leaders 
and many isolates. Where a group has few leaders FLT is 
most successful in bringing out leadership recognition and 
ability among the non-leaders and isolates. 

Another limitation is the tendency for two leaders to 
actually develop in a sub-group. When this occurs the 
trainee who does the directing (task leader) usually reports 
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MOST POWERFUL 
ROOM AIR 
— CONDITIONER ! 


Beautiful ovtyide. .powertul Stamm 


inside, proved in competi- 
tive tests more powerful 
than any other room air 
conditioner! Fedders ex- 
clusive V-type evaporator 


ni 
i 
Bit reves errr 0 


gives you 33% more cooling area . . . greater reserve 
capacity for very hot, muggy days... greater filtering 
area for more efficient filtering and longer time be- 
tween filter replacement. Greater dehumidifying 
power, too! Be sure to look “under the hood” 


when you buy. Look at powerful Fedders! 


TPT TT 


Fedders exclusive Built-In 
Weather Bureau gives you 
the cool, clean weather you 
want at the touch of a but- 
ton, Lets you ventilate, 
whisk away stale, smoky air 
... both independently of 
cooling. Exclusive new Reverse Cycle Heat Pump* 
switches from cool to heat to cool automatically 
to maintain the temperature you set. See Fedders 
in action at your dealer today / 
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= 
= 
— 
| 
= 
= 
= 
- 
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*At extra cost on *4 ton Deluxe and |-ton Window Models, 


. pre a FEDDERS-QUIGAN CORP. Dept. OM-3, Buffalo 7, N. Y. 
MAIL COUPON TODAY !- ” 


FEDDERS worto'’s tarcest 
MANUFACTURER OF ROOMAIR (aay 
coMNioONes i iF = 


City 


CT] Please send free 20-page booklet on [~) I want to see a Fedders 
* Fedders Room Air Conditioners. ’ Office Specialist. 
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tcatagis:é apie mnie 


QUICK, CLEAN, NEAT 
NO MESS, NO FUSS 


And the boss will like it too — it 
saves him time and money. Ycs-— 
Avery Kum-Kleen Correction Tape 
easily solves fluid duplicator im 
lems and serves a real need for a 
multitude of satisfied customers. 
There's no scraping, erasing or 
smearing — for corrections of fluid 
duplicator masters are quickly, 
easily and neatly made. Avery 
Correction tape is a proven prod- 
uct — available in either sheet or 
roll form. 


1. PRESS ON reverse side of mas- 
ter over part to be corrected. 
Needs no moistening . . . it's just 
LAID ON with a finger-touch. 


Sheet form Avery Correction 
Tape can be kept close at hand in 
desk drawer for instant use. It’s 
available in sheet form in acetate 
covered packages. Two popular 
widths — 1/6" tor single line cor- 
rections and 2/6” for two line cor- 
rections, 


Rolls of Kum-Kleen Correction 
Tape, ready for use in a handy 
Kum-Kleen tape dispenser, are 
boxed in 1/6", 2/6” 

and 5/6” widths. 


2. TYPE ON with a 
using the same carbon. No need to 
remove the master from the type- 


light touch, 


writer... no realigning. 


DEALERS—Keep adequate stocks 
of fast selling Avery Correction 
Tape. Build sales with Avery’s free 
advertising aids displays, mats, 
literature, See the Avery salesman 
—or write for samples! 


—— 


AVERY ADHESIVE LABEL CORP., DIV. 151 
117 Liberty St.,New York 6 608 S. Dearborn St., Chicago 5 
| 1616 California Ave., Monrovia, California 


| Offices in Other Principal Cities 


the solution and is thus identified as the leader, whereas 
the other member who does the moulding and integrating 
(social leader) is not usually identified as a leader. Thus 
one type of leadership is given emphasis over another per- 
haps equally important type. At the present time research is 
under way to determine if a trainee who is either the social 
or task leader plays his role 
from one role to the other 


consistently or does he change 
as he changes from group to 
group, problem to problem. If he does not, then FLT does 
not induce leadership to vary with the nature of the prob 
lem and functions that need to be performed. This principle 
is the bulwark of FLT. 

Another limitation is the possible inferiority of the solu 
tions that are developed by FLT in contrast with solutions 
At the present time 
little evidence exists to substantially support either method 
the the The 
author mentions this possibility because it is the nature of 
the present research being conducted with FLT. 

Lastly, FLT 


parable rank. For example, mixing superiors belonging to 


developed by conference-led training. 


as being better elicitor of better solutions. 


is limited because trainees must be of com 


top management levels with first level supervisors usually 
results in the superiors assuming leadership in the sub- 
Very seldom do the assume definite 
leadership roles and seldom do they feel motivated to be 
leaders. The forced leadership method is far more effective 


groups. supervisors 


when every trainee in the particular training 
the same organizational rank. 


group is of 
Because of this feature, in 
order to have both employees and their supervisors appre- 
ciative of and sensitive to the principles here described as 
basic to leadership, the employees must be trained in 
groups separately from their supervisors and supervisors 
trained in groups separately from their employees. In this 
way the limitation does not prevent creation of a climate in 
which both the supervisor and his employees are sensitive 


to the principles of leadership. 


Records 


control— 
(From page 31) 


The microfilming of discontinued tracings in the De 
In the future, discon- 
tinued tracings will be folded to letter size, placed in a 
transfer box, and shipped These 
tracings used to cost us 15 cents each for microfilming. 


sign Division has been eliminated. 
to the Records Center. 


We had already spent about $1,000 for them and were due 
2,000 tracings at a cost of $300. The secur- 
ity microfilming of new tracings also has been cut out. In- 
stead, we run a blue print copy of each new tracing, fold it 
to letter size and send it to the Records Center. 


to film another 


The Electric Storage Battery Company reaped many im- 
mediate savings from the program installed by the National 
Records Management Council. Additional savings will be 
realized the longer we operate under a system of Records 
Control. 

And it is interesting to note that had we waited even a 
few years more before renovating our records system, the 
cost of the installation would have been doubled because 
of the additional volume of paperwork. We have achieved 
dollar savings, a more exact and more efficient records sys- 
tem, and have kept our heads well above the flood of 
paperwork that threatens to inundate every business these 
days. 
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her EVERYTHING:.. 


... every fact concerning the job I do is at 
my fingertips a ay \ since I began making 
my own indexes for the various records I keep 
. .. and from the start, it was surprisingly 
quick and easy to make any % =} + size or 
color index I needed because I used .. . 


TRADE MARK, REG USA 


CELLULOID INDEX TABS 


Mak-Ur-Own has every quality feature 


necessary for simple application and handy 
reference. tan | This not only makes my 
job easier, but also gives me a feeling of 
satisfaction. Everybody in the office comes 


to me for information ’cause I’ve got a fast 
answer for everything... age ep, and they 
like it! Why don’t you try Mak-Ur-Own 
index tabs, your local stationer has them... 


Bike They'll be a time and trouble saver 


VicTt oR 


SAFE & EQUIPMENT PRODUCTS 


Kfemington. FRand. 


in your office, too!” 315 Fourth Avenue, New York 10, N.Y. 
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Photo Courtesy 
South African 
Tourist Corp., 

New York 


Weldon Roberts Easers Correct Mis- | 


takes In Any Language! KNOW 
SOUTH AFRICA for its places, 
people, commerce, industry! South 
African businesses have long ap- 
preciated and bought the erasers 
acknowledged as finest and used the 
world-over Weldon Roberts Eras- 
ers that correct’ mistakes cleanly 
and quickly. 


Uniform high quality Weldon Rob- 
erts Erasers correct’ mistakes in 
business machine writing and hand- 
writing. Your dealer has the exact 
SIZES, TYPES and STYLES for 


your requirements, 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 


World's Foremost Eraser Specialists 


GRAYPOINT ERASER. Quality gray rubber 
core in wood pencil casing. Sharpens easily with 
a knife or pencil sharpener. No. 365 plain end; 
No. 3650 with special plastic WHISK brush cap 
For erasing typwriting, carbon copies, pe neil 
writing 


Data processing— 
(From page 19) 


| The Production and Engineering Function—represented 
here by the editorial department. 

| The Sales Function—represented here by the advertising 
department. 

| The Distribution Function—represented here by the cir- 
culation department. 

| The company which we would like to use as au illus- 
| tration publishes a controlled circulation (free circulation 
| to a controlled list of readers) magazine. It thus depends 
for its revenues entirely on the sale of advertising space 
within the publication. Advertising is sold on two bases: 
that the magazine reaches a certain selected type of business 
man, and that it is actually read by the selected groups 
| which receive it. Accurate information as to the publica- 
| tion’s readership and the market which it represents is ob- 
' viously vital to the advertising department since the pub- 
lisher’s whole sales function is based on it. In the case out- 
lined here this information is equally vital to the other seg- 
ments of the publisher's organization, editorial and cir- 
culation, 

Thus, the first vital flow of information into the maga- 
| zine’s office is information about its readership. Since it 1s 
,a controlled circulation magazine, in a highly specialized 
technical field, there are definite circulation objectives to 
be attained: 

1. To insure that every potential reader is qualified, by 
job and by company, to represent one of the specific tech- 
nical segments within the overall field. Only in this way 
}can the magazine insure adequate coverage of all categories 
within its field. 
| 2. An annual “checkback” on reader qualifications, to 
}insure that readers originally qualified continue, by occu- 
| pation and company, to represent the precise markets the 
| magazine must reach. This checkback serves also to insure 


| . * -* ° 
| that readers want to continue receiving the magazine. 


For these reasons, detailed personal and company informa- 
tion is requested from potential readers. This information 
covers the job responsibility within the company of the 
potential reader, what type of products his company makes, 
‘the number of engineers employed by his company, and 
| types of industrial equipment used within his company. 

All of this information is necessary to the magazine ope- 
ration, and an idea of the complexity and variety of this 

| information can be gained from the fact that there are more 
than thirty classifications of job responsibility alone used 
for reader categories. 

This information is necessary to the circulation depart- 
ment to determine whether the potential reader is the type 
of reader the magazine wants, and also to control the rela- 

| live percentages of reader categories in the total circulation 
| picture. Its uses to the advertising department have already 
been outlined. And, last of all, the information is valuable 
to the editorial department because knowing what cate- 
gories its readers fall into makes it possible for the depart- 
| ment to plan the specific diet of articles that will be most 
valuable to those readers, and also gives the editorial de- 
partment a ready source of technical information. 


For example, if the editorial department wants to run a 
story on experiments with a new technical development, and 


wishes to determine how extensive such experimentation 1s, 
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In its half century of progress 
the National Business Show has earned its 
present nationwide recognition as... 


THE WORLD'S MOST IMPORTANT MANAGEMENT SHOW 


because it 


continves to serve the needs of a 2 billion dollar industry 
by showing the most important technical advances and 
developments in a comprehensive exposition under ex- 
perienced, cooperative show management. 


provides the exhibitor with the ideal atmosphere for the 
most effective demonstration and sales message. 


attracts the larges! attendance of responsible visitors — 
84.3% are executives and policy makers for their firms — 
who come to the show to see, test, compare and buy the 
newest and best in office machines and equipment. 


NAL BUSINESS SHOW 


The voice of business since 1904 


Tit 


September 27 thru October 1 


69th REGIMENT ARMORY 26th Street and Lexington Ave. 
TIst REGIMENT ARMORY 34th Street and Park Ave., New York City 


Inquiries: Rudolph Lang, Managing Director 
National Business Show, 33 West 42nd Street, New York 36, N. Y. 


June, 1954 
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ACCO FASTENER 


To Bind Papers Together 
To Keep Perfect Order 
To Prevent Loss 


Make Acco Fasteners the basis of your filing sys- 
tem. They keep papers bound together—loose leaf 
style-—preventing loss, mis-filing, wasted time. Use 
them alone, in Accobind Folders, or in Accopress 
Binders. Sizes for all standard loose leaf centers. 
Ask your stationer. 


ACCO PRODUCTS, Ine. 
Ogdensburg, N. Y. 
In Canada: Acco Canadian Co., Lid., Toronto 


——— 
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NWO USE 
LOOKING, 
OSCAR anne You 


CAN'T SEE My 
PAYCHECK 
ROUGH THIS 


PAYCHECK "OUTLOOK" ENVELOPES 
Eliminate Time and Expense of 
Addressing, also Chances for Errors 


Paycheck “Outlook” Envelopes are absolutly opaque; essen- 
tial when wages are paid by check: Nothing shows but the 
employee's name. This improves personnel relations. 


THEN—you'll want to use “Outlook” envelopes for other 
purposes. All sizes and styles, with your choice of either 
glassine or cellulose transparency. 


RITE Tooay | 
, Write for samples and prices. 


s\¢6 8 


notors of “Outlook” Envelopes. Est, 1902 


it can by referring to the information available in its own 
circulation department, direct a survey to those particular 
readers who would be most likely to be engaged in such 
work, 

In the publication tor which we have just designed a 
“common language” system, incoming readership informa- 
tion used to be filed in small envelopes stamped with the 
stencil prepared for that individual reader. These envelopes 
contained all the material the reader had sent in about 
himself—his answers to the questions posed in the publica- 
tion’s original letter to him, company literature which he 
had included to show the type of work in which his com- 
pany was engaged, and so forth, The envelopes, filed al- 
phabetically, were obviously a source—but a source present- 
ing endless difficulties— for the information that was so 
necessary to both advertising and editorial departments. If 
advertising wished to learn how many of its readers in a 
particular job classification worked in companies using a 
particular type of equipment, it had no choice but to assign 
clerical workers to go through all the envelopes, and much 
of the data contained within each envelope, to gain the 
necessary information. Outside of the broadest general 
groupings, basic information was hard to get and hard to 
evaluate. 

Our first step, in establishing an integrated data process 
ing system throughout the company, was to create a com 
mon language for this basic readership information. By our 
overall survey of the company and its operations, we knew 
the specific areas of information about readers that were 
necessary to circulation, advertising, and editorial. A code 
was set up for this information. Thus, each of the thirty 
job classifications into which readers were divided received 
a code designation. Similar code designations were evolved 
for the various types of companies the readers worked for, 
the number of engineers employed by those companies, the 
types of equipment used by those companies, the types of 
products manufactured by those companies. 

This was step 1: The creation of a common language for 
the information about readership needed by circulation, 
editorial, and advertising departments. But a common lan- 
guage alone is not enough. That language must be put in 
a medium which allows information to flow easily and 
freely within the organization. Establishment of a code 
alone would not have solved the problem of the individual 
reader envelopes jamming the files: coded information 
could have been placed on the outside of each envelope, 
but it would still have been necessary to check the envelope 
for every reader to select any given group of readers. 

A basic tenet of integrated data processing is that all in- 
formation should be recorded at the point of origin—in this 
case the circulation department. That is what we did, Ma- 
gazine addressing is normally done by stencils created for 
each reader. Since it was circulation which received the 
vital information concerning each new reader, and cir- 
culation also which prepared the stencil for that reader, 
the simplest place to record the coded information about 
the reader was directly on the stencil. This was done in 
such a way that the information did not print on the ma- 
gazine wrapper when it was addressed, but was still em- 
bossed on the plate. 

This recorded the vital readership data, but it did not yet 
process it: it was still not in a form which could be used to 


(To page 83) 
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ATLAS HAS THEM ALL 


_ LARGE AND SMALL | 


FILING SYSTEMS 
FOR OFFSET PLATES, 
NEGATIVES AND 

STENCILS 


FILE-ALL MODEL for the larger offset 
plates, negatives, x-rays, blueprints to 21" wide by 
26" long. May be equipped with 22" patented SHC 
Hangers especially designed for serrated edge off- 
set plates, PSCC (spring clip type) Hangers for 
straight edge plates or GIHC (Gripdex) Hangers 
for group filing. 


Constructed of heavy gauge steel, casters and lid 
with locking stop-arm. 


Dimensions: 30" high, 24" wide and 28" deep. 
The File-All is just one of a complete line of 


Vertical Filing Systems. Write for infor- 
mation on the complete line. 


ATLAS STENCIL FILES CORP. 


16728 WESTFIELD AVENUE 
CLEVELAND 10, OHIO 


of keeping floors 
looking like new! 


¢ Scuffed floors, worn rugs, screeching furniture 
are no longer problems to this office manager. 
Not since he put Bassick “Diamond-Arrow” 
casters on his chairs and other movable office 
furniture, anyway. 

These efficient Bassick casters make either 
wood or metal furniture roll smoothly, easily, 
quietly. Swiveling is easier, too, with double ball- 
bearing action and soft rubber or hard phenolic 
plastic treads that provide safe, sure floor 
protection. 


Specify Bassick, the caster that’s easy on your 
floors, easy on your budget. Ask for them at your 
office supply store. Or write The Bassick Com- 
pany, Bridgeport 2, Conn. Jn Canada: Belleville, 
Ont. 


Office managers’ secret 
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For wood-base chairs 


For tubular-base chairs For metal-base chairs 


A DIVISION OF 
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WARNER 
MAKING MORE KINDS OF CASTERS MAKING CASTERS DO MORE 


a 
75 YEARS OF CASTER LEADERSHIP 
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— CLASSIFIED ADVERTISING 


Rates are |5c¢ @ word. Minimum charge $3.00. Payable 
| in advance. Address replies to all Box Number eds c/o 
OFFICE MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 
THE 


HANGING FOLDER ; ; , siacishciarindamiagiialincinaiadplaieme 
WITH i ' For Sale or To Buy Used Equipment 


ADJUSTABLE rs hm VISIBLE FILING EQUIPMENT, Kardex, Acme, Postindex, etc. All 


als : equipment thoroughly rebuilt and guaranteed, Commercial Card System 
METAL TAB a ~ Co., 135 Grand St., New York 13, N. Y. 


: ‘ 3 FOR SALE ADDRESSOGRAPH Model 2000 with feed expirator and 

et lister. Equipment two years old, reasonably priced. Contact Box 6, 

& ed Wall Street Station, New York 5, New York. Attention Purchasing 
cece. Department 


‘T. MR DITTO GELATIN PROCESS S§S.-20 Electric 1491. Priced to sell. 1951 
» eg. model—excellent condition. 2 Metal gelatin roll conditioning cabinets 

on casters. Operator’s chair; other accessories. Bargain, Write U. O. 

| Colson Company, Paris, Illinois 

Your “filing and finding” problems disappear when | CALCULATORS AND ADDING MACHINES Wanted, all makes. 

you use Guide-O-folders in your active files. Not State make, model, serial number and adding capacity. Internationa) 

only do you save both time and money but you | Office Appliances Inc., 326 Broadway, New York 7, N. Y. 

remove the drudgery from the filing department 


and make it a pleasant place to work. | ADDRESSOGRAPHS, son hls ng VARIES eee 
You will appreciate the speed and accuracy with | ers, Postal Meters, Folding Machines, Calculators, Adding Machines, etc 
: . Z I butors, 
which your records are thea Prove kept instantly bo geen pon 1 = —. Write immediately Northway Distributors 
arate e oe reference. Your clerks will appreciate as sesienieunenciinliinanesiliieslio 
e ease and accuracy because all the tugging and | ti R 
——s of ordinary folders is eliminated. Guide-O- Positions Wanted 
°o - “ 
framnes bord moe yy ag — a a ARCHITECT. DESIGNER, specialized in commercial interiors, experienced 
: in office layouts, wishes connection or partnership with manufacturer or 
Ask your local stationer or office equipment dealer distributor, will invest. O.M. 163 
to show you how Guide-O-folders will solve your | 
filing and finding problems. 


MOUNT HOLYOKE early June graduate seeks office position in Boston 
or New York. Has majored in English Composition and has had experi- 


| ence in writing for school publications. Would appreciate position where 
GUIDE SYSTEM & SUPPLY co this special qualifications may be of service in the production of reports, 
bd house bulletins and publications and similar work. O. M. 165 
335 Canal Street New York 13, N. Y. 


ADVERTISING-PUBLICITY MANAGER AVAILABLE. News writ- 
ing, layouts, editorial. Solid acquaintance in management, office equip 
ment and allied fields. Would relocate O.M. 166 


Business Opportunities 


| PROFITABLE FRANCHISES AVAILABLE—Own your own business 

Operate a temporary help service with our help. We operate coast to 

coast—29 offices. Modest funds required for operating capital. Franchises 

by train, bus, plane or automobile, available in eens, eee 300,000 population. } = of ga 
| largest temporary he service. Step into profitable business of your 
whether for ple sure, on private own by a Miss Eade at 330 W. Kilbourn Ave., Milwaukee 3, Wis 
business or government service, ; . nes eee 


FOR SALE-—Excellent for professional, medical or insurance company 
. Modern one-story, ten room office building, 170 foot frontage on Colorado 
BEACH Ss Boulevard, fifteen minutes from downtown Los Angeles. Architecturally 


“ ” designed, excellent mahogany woodwork and _ built-ins. Inter-office com- 
‘Common Sense munication and music system, forced air heating, insulated. Kitchen, 


lounge, rest rooms, shower, paved parking lot. Brokers invited. O.M. 164. 
Expense Books and Sheets 


are best for keeping track of ex- Miscellaneous 
pense. There is a Personal Expense ee = 
too me. NEED TEMPORARY OFFICE HELP? Call Manpower, Inc. if you 
Book, » for records at home. need temporary typists, stenos, bookkeepers, comptometer operators. Use 
our employees for 4 hours—a day or two a week——-a month or longer 
We are not an employment agency Low hourly rates. We operate in 
Beach Publishing Co. Chicago, Boston, Cincinnati, Cleveland, — _——— age gr oe 
New York, Philadelphia, Pittsburgh, St. Louis, San Francisco with other 
7338 Woodward Ave., Detroit 2, Mich affiliated branches coast to coast. Call Manpower, Inc., for qualified 
temporary office help. 


ee a. ee ee ee 
THE STURGIS POSTURE CHAIR COMPANY 
General Sales Offices, 154 East Erie St., Chicago 11, Illinois 


We'd like a copy of your illustrated folder 
on chairs with fiberglass bases. 


Name 


Address 


City 


| 
| 
| 
| 
| 
| 
Firm Name 
| 
| 
| 
L 
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Data processing— 


(From page 80) 


give editorial and advertising the information they needed. 
However, it is possible to transmit the coded information 
on the stencils directly to notched cards, And notched cards 
prepared by common language code are one of the simplest 
known ways of selecting category information. 

Working with nothing more elaborate than a needle, a 
single clerk can go through thousands of such cards in a 
very brief time, selecting categories meeting any given set 
of conditions that are covered by the common language 
code. 


Let’s assume that a selection of readers is needed for pur 
poses of an editorial department survey of all class A exec 
utives working for companies which purchase a particular 
type of motors and manufacture a given completed unit. 
Since the notched cards have been filed in numerical order 
to correspond with the filing of the stencils, it is a relatively 
simple matter to pull the addressograph plates for the par- 
ticular readers designated by the cards, and address the 
survey questionnaire. If it is found, after running through 
the cards, that a very large portion of the readers will be 
covered by the survey, it is usually simplest to run all ot 
the stencils through the addressing machine. Since each 
stencil has a selective tab, it is possible to set these tabs so 
that only the desired plates print. 


Here is a complete processing of information in a given 
instance—information of a fairly high degree of complex 
ity—from the moment that information is received and rec 
orded until it is put into use. The only manual steps in the 
operation have been the recording of original data on sten 
cils (and recording of original data is a manual operation 
in the most highly mechanized system yet devised), and the 
sorting of notched which in the case of 
simple codes and relatively small quantities can usually be 
done as quickly and efficiently by hand as it can by machine. 


cards by needle, 


Yet what has this office invested for equipment it did not 
already have? A machine to transfer coded information 
from the stencil to the notched cards has been purchased. 
Everything else necessary for the entire new operation was 
already in use in this office, as it would be in any other 
magazine office. 

This is an example of the common language principle- 
the code devised—and the integrated data processing prin 
ciple—carried out here by stencils, and simultaneously 
coded cards—in one large area of information received in 
the office for which we designed the system-readership in 
formation. 

But it will be pointed out, there is more than one area of 
information in an office which requires processing. This is a 
specific application to information received in one area, and 
area only. 

All right—let’s take another type of information in the 
same office which must be processed and acted upon, and 
the and 
integrated data processing through the simplest of office 
machines—achieves similar results. 


one 


ee how same system—a common language code 


In the concluding instalment of this article, 


which will 


appear in the July issue, Mr. Fairbanks discusses application 
of integrated data processing to other functions, including 
sales, 
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Activate Control Systems 
with Cellugraf mc 


+ fOr VISIBLE RECORDS © 


Depend on Graffco products 
to call for the right action at 
the right time ... every time. Facts 
come to life, stand out, flag atten- 
tion. A variety of colors and shapes 
to control any classification. Ask 
your dealer about them. 


GEORGE 8B. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 


and MAPTACKS 
Keep BUSINESS Under Controi 


need 
vacation 
help? 


I can help you 
in your office 
or ours with... 


@ TYPING Call manpower, inc. 

@ STENOGRAPHY when your regular 

@ BOOKKEEPING girl is ill or on 
vacation! 

@ GENERAL OFFICE WORK 

@ PAYROLL 


. hi Sleked 
rr ev 


write: manpower, inc. 
Room 100, 330 W. Kilbourn Ave., 
Milwaukee, Wisconsin 


@ CALCULATING 
We cre not an 
( employment agency 


al the Nation's largest temporary help service 


a. 
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aluminum 
chairs 


CUTTING COSTS 


can cut your office costs, by increasing your office 
efficiency. Properly seated office workers are more 
efficient—and therefore, less costly. 


FINE-REST Aluminum chairs will increase produc- 
tivity, and reduce absenteeism, fatigue, and errors. 
FINE-REST chairs ngs @ service that pays for 
itself. Why not our dealer demonstrate the 
FINE-REST qeabenti le 


Write for the name of your nearest FINE-REST dealer. 
“America's Standard of Business Seating" 


ALUMINUM SEATING 


17 S$. CHERRY STREET °* AKRON 8B,OHIO 


AETNA SAFE CO., 46-50 W. 29th ST.. N. ff. 
METROPOLITAN N. Y. & EXPORT DISTRIBUTOR 
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UNDERWOOD CORPORATION 
after extensive market 
search and field testing . 
offers you an entirely new 
TOPPER CARBON PAPER that 
has 6 entirely new features! 

TOPPER offers you this su- 
perior quality carbon paper 

at no increase in price! 

This high quality carbon 
paper gives excellent legibil- 
itv... isertra durable. Clean 
to use, instant setting. Quick 
drying. Non-tack. Non-curl. 
Non-smear! 
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You will find every one of 
these 6 new TopPER CARBON 
PAPER features an impor- 
tant aid in making and keep- 
ing better copies: 
1. Five degrees of inkings 
in the three correspondence 
weights of paper. 
2. Light, medium and stand- 
ard weights, 1e., 44% pound 
Light Weight, 6% pound 
Medium Weight and 8% 


_—_— 


6. 


pound Standard Weight. 


“TPTOPPER 


NON-CURL 


Carbon Paper 


UNDERWOOD CORPORATION 
BURLINGTON NEW JE8SEY 


Mode 


3. Hinged type box for ease 
in removing carbon paper. 
4. 
TOPPER Box, 
scuffing and soiling. 
5. 
mizing curling, slippage and 
adding to its type blow re- 
sistance... further improv- 
ing its durability. 

The use of a series of new 
inks provides uniform con- 
sistency ...clean and easy 
to erase. 


accurate, 
New surface treated | 
minimizing | 


A real plastic back mini-| 
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Try this new sensation in 
smooth, easy typ- 
ing in your own office, on 
your own work. Get in touch 
today with your local Under- 
wood Corporation Supply 
tepresentative, listed in the 
Classified Directory. 
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